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KNOLL OFFICE PLANNED FURNITURE a new comprehensive collection of desks, tables, cabinets 


and molded chairs, designed to provide maximum flexi- 
bility in the planning of contemporary office interiors. 
illustrating the admirable versatility of this new line 
is the Knoll Executive Desk. A basic structural unit of 
metal frame and wood top, it converts into a series of 
co-ordinated desks with varying drawer arrangements for 
individual needs. Finished in plasticized, burn-proof, 
stain-proof walnut or birch; metal base is satin black 


Wide range of sizes permits most efficient utilization of 


available square footage. Full information on request. 


Coe LETTER TRAY 


KNOLL ASSOCIATES, INC, 575 MADISON AVENUE, NEW YORK 22, NY 
© ==DICTAPHONE SLIDE OUT 
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A friendly “Thank You” 
by Long Distance means a lot 


When an order comes in from an out-of-town customer, 
he'll appreciate your calling to say, “Thanks.” 

You can assure him the order will be handled 
promptly. Let him know when you plan to ship. See 
if there’s anything else you can do to be of service. 

Perhaps he overlooked ordering some items. Or, 
maybe a larger quantity would give him a more favor- 
able unit price. If you have some “specials,” this is 
an excellent opportunity to let him know. 

Why not try this idea on the next out-of-town or- 
ders you get? See for yourself how these “Thank 


You” Long Distance calls build good will—and bring 
more business to you. 


LONG DISTANCE RATES ARE LOW 


Here are some examples: 


Baltimore to Philadelphia............ 55¢ 
Cleveland to Pittsburgh.............. 60¢ 
Oe Os Ws.n csc cb weeccsewcee te 
Atlanta to New York................ $1.50 
Los Angeles to Washington, D.C....... $2.50 


These are the daytime Station-to-Station rates for the first three min- 
utes. They do not include the federal excise tax. Long Distance rates 
are even lower after 6 o'clock every night and all day Sunday. 
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CALL BY NUMBER. IT'S TWICE AS FAST 
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BELL TELEPHONE SYSTEM B) 
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DESK DESIGN BY WALTER DORWIN TEAGUE 


MACEY-FOWLER new vork: 305 EAST 63rd STREET - Templeton 8-5900 


BOSTON: 150 CAUSEWAY STREET + Richmond 2-1800 
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THIS is the fifth annual “Office 
of the Year” issue of Office Man- 
agement and we do feel it is a 
most interesting one. 


Publishers are fond of saying 
of some significant issue of theirs 
that it will be “long retained.” 
We know that these “Office of 
the Year” issues are saved each 
year by many an office executive 
for the text and pictures covering 
the new offices honored, and re- 
ferred to as a guide when build- 
ing or remodeling is in prospect. 


office 


management | 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year" Awards 


november, 1954 


Volume XV No. Il 


in this issue 
“Office of the Year” issue (Editorial) 


What factors will make tomorrow’s Office of the Year? 
by Ralph W. Fairbanks 


General Foods Corp.: offices at White Plains, N. Y. 
Columbian Carbon Company: offices at New York 
Celanese Corporation: offices at Charlotte, N. C..--- 
Utica Mutual Insurance: offices at New Hartford, N. Y. 


Standard Federal Savings and Loan Association: 
offices at Los Angeles - 


Thomas and Betts: offices at Elizabeth. N. J. 


Tools of the office series 


This month: Filing systems and supplies 


A. Geyer, President; Donald McAllister, Vice- 
oartiat and General Manager; Thomas V. Murphy, 
Editor; Hugh Ward, Advertising Director; John M. 
Smythe, Midwest Manager; Robert M Smith, Man- 
aging Editor; Robert Beeman, Walter A. Kleinschrod, 
Alvin M. Hattal, Marguerite Polyniak, Robert G 
Black, George A. Tice, Associate Editors. 


Advertising Staff: James E. Neary, Jr., Advertising 
and Business Manager; Fred Steinhilber, Charles B 
Rosengren. Céirculation: M. T. Weeks, Manager. 
Production Department: James V. Quirk, Manager; 
Milton Sharon, Assistant Manager. Art Director: 
Joseph Hochfeld. 


Member of 
Audit Bureau of Circulations 


Associated Business Publications q 
oae 


Member of C 
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Published monthly by GEYER PUBLICATIONS 
Andrew Geyer, Inc., Publishers since 1877 
212 Fifth Ave., New York 10, Murray Hill 9-4411 


branch offices 


Boston 10, 212 Summer St., Room 6C0, ( Hancock 6-5390), Charles G. Kretschmar; Chi- 
cago 1, 228 North La Salle St. ( Seate 2-2911), John M Smythe, William Murray, Richard 
P McClanahan; Los Angeles 5, 3257 W 6th St. (Dunkirk 7-6149), Chris Dunkle & Associ- 
ates: Edstorial Representatiwe: J. Richard lander: San Prancasco 5, 681 Market St ( Douglas 
2-2597), Alexander Rattray; Dallas 4, 2909 Maple Ave. (Randolph 38443), Joe Sanders. 

Subscription: $4 a year in United States and in possessions, Canada, Mexico, Cuba, Central 
and South America. Other countries $9 a year. Single copies 45¢. Copyright 1954 by Andrew 
Geyer, Inc.; all rights reserved. Also publisher of Geyer's Topics, Who Makes lt and Where, 
The Gift and Art Buyer, and Sports Age. 

Please give 60 days’ notification of any change of your address. 


Reentered as second class matter June 29, 1953, at the Post Office at New York, N. Y., 
under Act of March 3, 1879. 
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Pay practices in absence 
cases studied by OMAC 
Policies with respect to salary pay- 
ments to office workers during periods 
of absence due to illness, jury duty, 
religious holidays, and other causes 
vary considerably from company to 
company in the Chicago zrea, accord 
ing to recent surveys conducted by the 
Office Management Association of 
Chicago. The surveys were made 
among the 622 members of OMAC., 
With respect to non-supervisory em- 
ployees absent because of illness, some 
companies operate according to a defi- 
nite policy, while others adjust to the 


particular circumstances. A quarter of 


the companies offer sick leave allow- 
ances immediately, whereas others re- 
quire waiting periods of from one 
week to a year or more. Five-sixths 
begin payments for sick leave with the 
first day of abseace. 

A maximum number of com- 
pensable days off is set by most com- 
panies, but nearly one-hali of them 
have purchased an insurance program 
to cover absence duc to longer illnesses. 

Five-sixths of the companies ques- 
tioned provide pay for absence while 
on jury duty, two-thirds pay for wed- 
dings and special religious holidays, 
and two-fifths allow time tor personal 
business. 


OFFICE MANAGEMENT'S 
KEY EXECUTIVE PAID CIRCULATION 


Upwar 


first 6 months o 


17,000 net paid | 


uaranteed far 
1955 


Witness This 
Steady Growth 
In Paid 
Circulation 


scribers 


(According to 
A.B.C. Reports) 


into 1954... 


SOOO si ivicens 14,516 
*September ...15,553 
TAs per June 1954 ABC 
Statement. 
* Subject to A. B. C. 
audit for last 6 months 


212 Fifth Avenue 


Specialized office systems and equipment 
features attract top executive PAID sub- 


In_ steadily increasing numbers, more and more 
office management executives have been discovering 
OFFICE MANAGEMENT as their indispensable 
source of vital management information on office 
systems, services, supplies and 
1953 why management executives pay subscription fees to 


Merch ........ 9,604 OFFICE MANAGEMENT—the only A.B.C. audited 
May ...........10,201 voluntarily paid publication edited exclusively for 
B06 .oiucess.0ad executives concerned with office operations and 
September 1,027 efficiency. 
December ....12,185 

and continuing MANUFACTURERS 


OFFICE MANAGEMENT'S executive readers wel- 
come your advertisements. They are alert to new 
procedures, and new ideas, to solve equipment and 
supplies problems. Your advertisement gets real 
penetration thru this active readership. Reach these 
key executives with real purchasing authority— 
start your schedule next month. 


of 1984. CLOSING DATES: Comet bes on af ve ne 
@: OFFICE MANAGEMENT @® 


The Magazine for Management Executives 


Published by Geyer Publications, Established 1877. Offering the most complete 
publishing service in the office equipment and stationery field. 


uipment. That's 


New York 10, N. Y. 


OFFICE MANAGEMENT 


“All-transistor” Calculator 
demonstrated by IBM 

An important step in the develop- 
ment of electronic calculating equip- 
ment for business and other uses was 
recently disclosed by the International 
Business Machines Corp. when it ex- 
hibited an experimental “all-transistor” 
calculator at its new research laboratory 
in Poughkeepsie, N. Y. 

The new instrument is about half 
the size of a comparable vacuum tube 
computer and it requires only one- 


One of the 595 printed wiring panels 
used in IBM’S new all-transistor cal- 
culator. 


twentieth as much power. While the 
transistorized unit is an experimental 
model and is not expected to be made 
available commercially, its develop- 
ment is important in that it is believed 
to be the first fully-operative transistor- 
ized computer complete with automatic 
input and output. 

This model is approximately equiv- 
alent in capacity to IBM’s now-familiar 
Type 604 electronic calculator, 2,000 of 
which are in current use. The two 
units are similar in speed, but the new 
machine is half the size of the other. 
The Type 604 uses 1,250 vacuum tubes 
while the experimental model has more 
than 2,200 transistors; the transistors, 
however, are much smaller than the 
tubes. Many of them were specially 
designed by IBM engineers. 

Since the transistorized computer re- 
quires only five per cent of the power 
used by a vacuum tube type, it gener- 
ates relatively little heat, Forced air 
cooling requirements are thus elimi- 
nated and power supply components 
are reduced in size. 

A further advantage of the new in- 
strument is that transistors have a 
much longer life than vacuum tubes. 
This fact is expected to result in a con- 
siderable reduction in machine mainte- 


nance, 


(To page 8) 
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It matters lithe how much you pay. The important thing 
How To Get Real to remember is: choose an ACE! %& Amy ACE Stapler is 
by long odds the finest, most efficient and dependable 


machine in its price class. You will get more never-failin 
& 


s ee. .° stapling service and satisfaction than you ever thought 

Sta lin Eificiene possible . . especially if you always use Staples made by 
ACE. *& See the many gleaming, long-lived models pic- 

tured here. Ask your dealer to = om them .. ALL! Choose 

the one best suited to your needs and your purse. Then, 


For al Lifetime! chances are, your Stapler buying job is done for a lifetime! 


SOLO THROUGH DEALERS EXCLUSIVELY 


® 


f)/ 
WORLOS 
FINEST. 


~eas- 


IN CANADA: ACE FASTENER (CANADA) LTD., 6705 UPPER LACHINE ROAD, MONTREAL 28 * 770 DU PONT STREET, TORONTO 4 
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How XEROGRAPHY «20-0 


cuts duplicating costs $8,000 a year 


for Servel 
SPEEDS PAPERWORK 


Using the XeroX®-offset combina- 
tion in its print shop for general 
paperwork reproduction is realiz- 
ing Servel, Inc., estimated savings 
of $8,000 a year. 

Servel’s Methods Planners have 
devised innovations in the use of 
xerography which have effected a 
substantial reduction in the time 
formerly required for reproducing 
forms, bulletins and letters. 

Xerography is used by compa- 
nies of all kinds, large and small, in 
thousands of applications copying 
forms, letters, charts, bulletins, 
sales manuals, engineering draw- 
ings, etc., onto paper masters for 
low cost duplicating. 


Anything written, typed, printed or 
drawn can be copied onto paper mas- 
ters by xerography with XeroX copying 
equipment, With xerography, copies 
can be made from one or both sides of 
original material. 

For use in diazo type machines, translu- 
cent intermediates can be made from an 
original subject in the same speedy way. 


WRITE for proof of performance folders showing how Servel, Inc., and companies 
of all kinds are cutting costs and speeding paperwork with xerography. 


Servel, Inc., Evansville, Indiana, is a 
leading manufacturer of refrigeration 
and air conditioning products. Shown 
above is the Servel Automatic Ice-Maker 
Refrigerator which makes ice cubes with- 
out trays and puts them in a basket auto- 
matically. 


HERE are six ways SERVEL saves 


money through xerography. 


1 Offset Masters are produced by xerography 
at cost of about 30c compared with $2.50 
for other reproduction processes. 


Many forms and drawings formerly pre 
pared with special ruling pens and india 
ink are now made with pencil. 


Preparing masters by xerography eliminates 
need for re-typing and re-checking masters 
prepared by other methods 


vised by simply superimposing new copy on 
the area of the original to be changed 


4 Xerography permits the original to be re 
5 A bulletin or form letter is produced in one 
press run on blank paper stock. When run 
off, the copies will be complete with bulletin 
heading or letterhead, the text or line draw 


ing and with even a true facsimile signature 


6 Masters made by xerography have o poten 
tial runoff maximum of 8,000 copies com 
pared with 500 copies by other methods. 


Also available, movies showing xerography at work. 


THE HALOID COMPANY 
54-36X HALOID STREET « ROCHESTER 3, NEW YORK 
BRANCH OFFICES IN PRINCIPAL U.S. CITIES AND TORONTO 


Seaton at ane es 


_XEROGRAPHY 


The fastest, cheapest, most versatile way to make masters for duplicating 
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Printed wiring has been used exten- 
sively in the new computer. Instead 
of using actual wiring, copper deposits 
in the form of wires are “printed” di- 
rectly on wiring panels about two- 
thirds the size of an IBM card. The 
units to be interconnected are then 
attached to the proper spots on the 
panel. While this principle is not new 
of itself, its application to a computer 
eliminates a great deal of hand wiring 
and the associated possibilities for er- 
ror, simplifies both production and 
maintenance, ‘and greatly reduces the 
space requirements. There are 595 
such panels in the computer. 

This transistorized computer section, 
as currently set up, is used with an 
IBM high speed punching unit to pro- 
vide automatic input and output. 

The new computer was exhibited on 
the occasion of the dedication of IBM’s 


new research laboratory in Pough- 
keepsie, N. Y. The new building, 
which contains 155 laboratories and 


offices and accommodates nearly 600 
workers, is of a modular design to per- 
mit maximum flexibility in rearranging 
laboratory space, The design is con- 
ceived around seven-foot modules of 
space, each with its own window, ar- 
tificial lighting, heating, ventilation, 
air-conditioning, and laboratory serv 
ices as required, 

The various laboratory and office 
spaces are separated by movable steel 
wall panels which can be dismantled 
and reassembled in a new location by a 
single workman. This permits expan- 
the 
quired by a given project as necessary. 


sion or contraction of space re 
Total laboratory floor space amounts 
to 179,000 square feet. 

The building is U-shaped, and in 
addition to its laboratories and offices, 
is equipped with a cafeteria, lounge, 
reference library, shop, and an audi 
torium seating 235 persons. It was 
erected by the Turner Construction Co. 
of New York after plans by Voorhees, 
Walker, Foley and Smith, also of New 
York. 

In addition to showing the new com 
puter, IBM officials demonstrated vari 
ous steps in the development of mag- 
netic core storage devices, which are 
used as the major “memory” compon 
ent in another recent IBM data proc 
essing machine, the Type 705. Also 
shown was a new gas tube counter, 
which is used in the Type 101 elec- 
tronic statistical machine. 


(To page 48) 


This tube is 
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The Dictaphone TIME-MASTER, world’s #1 dictating machine. 


Around the world... 
THE DICTAPHONE TIME-MASTER 


dictating machine helps 


busy people get more done 


1n 68 lands, Dictaphone experts are ready to serve you, 
Extraordinary service is one reason for Dictaphone’s 
enthusiastic customers and world leadership. 


Wherever you are, the Dictaphone TIME-MASTER 
dictating machine and plastic Dictabelt record help 
you double your capacity to get things done. 


Find out today how you can save time and com- 
municate better with the ene dictating machine known 
and used the world over. Write MW, Dictaphone 
Corporation, 420 Lexington Ave., New York 17, N.Y. 


The plastic Dictabelt record reproduces your 
voice unmistakably. It ¢an be mailed anywhere 
for minimum postage. The TIME-MASTER mi- 
crophone controls re¢ording and) playback. 

| ' i | 
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No. 1205 
Large Executive Spring Back 
Swivel Chair with streamlined 
metal base. 


Here is a man-sized Executive 
Spring Back Chair with a seat identical 
in size and construction to No. 1200. 
And the foam rubber cushioned 
backrest is a real prop, 154%" x 10%” f 
(only slightly smaller than the 
backrest of No. 1805). But even more ; Wy} 4) 
appealing is the completely new if ca’ 
STURGI-TILT CONTROL which BY i] 
synchronizes the tilting of the seat 

with the backward motion of the 
backrest. It’s the No.1205 when 
mounted on the streamlined metal base 
and the No. 1205-G when equipped with 
the fiber glass base. We are shipping 


No. 1205-G 
Large Executive Sprin 

Back Swivel Chair with fiber 
glass base. 


now from both Sturgis, Michigan STURGI-TILT CONTROL is an entirely 
' mew device providing additional comfort. Note — 
and Charleston, S. C. how arid seat meee as bechrest recedes. Arm- < 


tests move very little and front of seat is almost 
Stationary permitting your feet to remain on floor. 


Engineered for Long Life and Mintmum Maintenance 


Fiber Glass Base: never becomes unsightly, never needs refinishing, 
will not jiggle on uneven floors and is silent in motion, or 


| 
! 
1 
! 
| 
| 
| Streamlined Steel Base: with all casters enclosed and undercoated 
| 
| 
| 
| 
1 
( 


with sound deadening material for quiet operation. 

Nylon Thrust Bearing: takes a lifetime of swiveling. 

Bail Burnished Spindle Bearing: perfect fit for long life. 

Superior Casters: oversize ball bearings, extra wide rubber wheels, 


STURLON® Finish On Metal Parts; 10 to 20 times as abrasion- 
resistant as other finishes. 


‘POSTURE CHAIRS 


Manvfactured in Sturgis, Michigan and Charleston, South Carolina 
THE STURGIS POSTURE CHAIR COMPANY, STURGIS, MICHIGAN 
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editorial 


The “Office of the Year” issue 


DOMINATING this issue of Office Management is a report on the six ofhices 
honored in the 1954 “Office of the Year” Awards. These offices range from 
small to very large and from urban to suburban, and reflect in their design, 


their procedures, and their equipment the best in current office trends, 


As a preface to the articles about the individual offices, we present a 
discussion by Ralph W. Fairbanks, widely known management consultant, 
of outstanding factors to be considered in offices for today and tomorrow, 
This article will be highly illuminating to every executive charged with the 


responsibility of office planning and management. 


With each article on the Award winners there is published the citation 
read at the presentation of the silver and bronze plaques symbolic of the 
Awards. In these citations can be found stated outstanding points distin 
guishing the winning offices. 


With the addition of this year’s'winners, a total of thirty American offices 
have been honored in these Awards since the establishment of the Awards 
tive years ago. Office Management \ooks to all these outstanding offices for 
future news of interest, as their hew quarters undergo the test of time, and 
we hope to report frequently on significant new developments in them on 
everything which makes for greater efficiency of work and enhancement of 
staff morale. 
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TODAY as I see it, the revitalization of the American office 
depends on three factors, It cannot be accomplished unless 
each of these factors is considered and incorporated in the 
overall plan. Basically, the success or failure of an office 
as an efficient part of the production stream depends on two 
interdependent entities—the personnel who work in the 
othce and the way the work is done. This is why three 
factors are equally important in any reorganization of the 
office operation. 

The three factors: 

1. Work environment 

2. Human relations 

3, Systems 

Is revitalization of the office actually necessary? Why? 

The office today is the economic frontier of American 
business. Our factories, which have received so much more 
attention from top management, are efficient now; we may 
continue to reduce present production costs as improve 
ments and refinements of present methods and the intro 
duction of new machines permit it, but the chance for revo 
lutionary economies through total replacement of wholly 
obsolete methods and machines is a thing of the past, 

By contrast, the office that is run on the scientific prin- 


Ralph W. Fairbanks 
The editors of Office Management are proud to an- 
nounce that Mr. Fairbanks, considered one of the 
country’s leading authorities on the integration of 


electronic and automatic control components in sys- 


tems design, has agreed to serve Office Management 
as a technical consultant on office automation and 
systems, 


What factors will make 


tomorrow’s “Office of the Year” ? 


by Ralph W. Fairbanks 


Fairbanks Associates, Management Consultants, Greenwich, Conn. 


ciples accepted as a matter of course in the factory is excep- 
tional. That is why the office area today offers business its 
greatest opportunity to increase company efficiency and 
This factor becomes increasingly 
important as we move into a stable economy for the com- 


reduce company costs. 


pany profit margin can be increased in only two ways—by 
raising gross income or by lowering the break-even point. 
In today’s consumer economy it is becoming increasingly 
difficult to raise gross income, increasingly important to 
lower the break-even point. 

Therefore it becomes management’s job—management’s 
imperative job—to analyze the entire office operation with 
the same care it has used in analyzing production operations, 
and apply the same type of logical thinking to office opera 
tions that has made American factories the efficient units 
they are today. Only in this way can the office operation be 
brought into line and balance with the other factors of 
production. 

It is this logical approach to recreating the entire office 
operation along scientific lines that is today distinguishing 
certain leading American companies. They are pointing the 
way along which all American companies must eventuaily 
go. The most successful companies of the future will be 
those that take the road earliest. 

That is the significance of the annual “Office of the Year” 
Awards given by this magazine—a recognition of the ad- 
vances that are being made on this business frontier by 
progressive companies across the country. The offices which 
have in the past five years received Awards in Office Man 
agement’s annual “Office of the Year” Awards have set a 
pattern of intelligent reorganization of the office function 
which can be studied with profit by every American com- 
pany. In these companies, the very highest levels of man 
agement have concerned themselves with the office function, 
with evident results in increased economy and efficiency, 

In the revitalization of the office, environment is basic. It 
is the first, and in a sense the controlling factor, including 
all the others. At the very lowest level, it affects the people 
working in the office just as an individual's living conditions 
at home affect his life. In an extreme example, an office 
could be imagined so chaotic, 30 noisy, so crowded that no 
work could oe accemplished in it at all. That is so extreme 
it doesn't happen. But an office that is somewhat chaotic, 
noisy, crowded, cannot in the very nature of things operate 
at full efficiency. Employees in a slovenly office will in the 
main do slovenly work—the average output will sink to 
the level of the environment, just as in a clean, pleasant, 
eficiently-organized office the average output will rise. 

There is another aspect to the problem of environment. 
With all the good will in the world, with all the drive and 
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pride in his job possible, a top-notch worker without ade 
quate working tools and adequate working space simply 
cannot operate as efficiently as he would with the tools and 
space his job demands. 

Environment becomes more important because of the 
sociological changes that have affected the most important 
factor in the office work cycle—the workers themselves. At 
the same time the office has been subjected to pressures 
unknown in the past—the ever-mounting load of paper 
work caused by the tax and social security changes of the 
past fifteen years, the increasing demands by all manage 
ment levels for reports and surveys—we have seen the rela 
tive disparity in pay and privileges between white collar 
workers and industrial workers disappearing. The effect 
of the depression and war years has replaced the old Amer 
ican dream of substantial wealth with the more modest but 
more certain goal of medium security, There has been a 
letdown in the drive and ambition of office workers simul 
taneously with a lowering of their relative prestige as con 
trasted with factory workers, The result is that during the 
same period in which office responsibilities have multiplied, 
there has been a decrease of individual workers’ efficiency 
and ingenuity within the office. 

Thus on another less tangible level, a good working en 
vironment—even an environment that may seem too lux 
urious to many—is an investment that the most far-sighted 
management will make whenever possible. For, as the 
various economic and social distinctions that once gave the 
office worker a feeling of prestige over the factory worker 
have disappeared, the office worker has been drawn by other 
symbols which could restore this feeling. 

Since the need for a feeling of prestige is still vital to top 
quality office workers they will be drawn to the company 
that does most to satisfy this need. One way the office can 
meet this human need better than any factory is through 
environment. A secretaria! station that is handsome, even 
luxurious by the standards of another generation, is not ex- 


travagant. Environment is one area in which the office can 


November, 1954 OFFICE MANAGEMENT 


Our century is one in which the clerical and administrative aspects of the economy are in the ascendancy .. . 


underline the distinction between clerical work and work 
on a production line—and this is an important distinction 
in the minds of the best type of office workers. 

This may seem unimportant in view of all we have been 


hearing recently about the “automatic office.” If offices are 
automated to a great degree, won't that lessen the relative 
importance of top quality clerical workers? 

It may seem so at first glance, but this is an illusion and a 
dangerous one. As the office tends to greater automation, it 
will require a higher caliber of employee, because the proc 
esses the machines will take over will be only the simplest 
and most repetitive functions—the work that is now done 
by the lowest clerical levels, Nor will the increasing use of 
machines in the office tend to lower the total number of 
personnel needed; the work load the office carries is forever 
expanding and will continue to expand, An increasing use 
of machines wil] simply allow us at best to hold the employee 
count level as the load rises. 

In other words, it’s going to become increasingly impor 
tant, rather than less important, to attract and hold the very 
best clerical workers possible. 

This brings us to the second essential factor in a program 
of revitalizing the American ofice—human relations. 

American business has learned the hard way the essential 
role human relations plays in the factory. 

It has been taught by unions and union pressure to think 
of the worker as an individual human being, and to treat 
him as such, It’s a rare and inefficient factory today in 
which channels for individual grievances are not well 
marked and clear, in which foremen have been appointed 
without consideration of either their training or their in 
stincts in handling people. 

“Middle management” levels in the production end are 
usually staffed by people who have shown a talent and in 
stinct for handling human relations problems, and in most 
cases before these individuals have been appointed to super 
visory positions, they have been put through formal com- 


(To page 30) 


pany programs in human relations. 
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For brilliantly achieved headquarters offices ex- 
ploiting to the full the advantages and opportunities 
of a suburban location. 

In a move of surprising physical proportions as well 
as of special significance to the entire office field, this 
great corporation has transferred the manifold activi 
ties of its headquarters from skyscraper space in 
crowded mid-Manhattan to a group of three adjacent 
buildings covering three acres of a forty-six acre site 
in’ Westchester County, New York City's famous 
northern suburb, 

Here in a new and stimulating environment ts con- 
centrated the top paperwork of a widespread organi 
zation, with strong accent on efficient work-flow, em 
ployee well-being, and happy community re ationship. 


Donald MeAllister, (left) vice president and general man- 
ager of Geyer Publications presents first award to Udell C. 
Young, vice president in charge of manufacturing and 
engineering, General Foods. 
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General Foods Corporation: ottices at 


(for offices with more than 500 employees 


GENERAL FOODS CORPORATION was one of the first 
major American concerns to announce its move from New 
York to the suburbs, but to a certain extent the company 
has made the best of two worlds—it has incorporated city 
facilities in a new headquarters which takes every advantage 
of its suburban setting. Certainly few company-owned build- 
ings anywhere have such completely equipped services to 
meet all needs as the new General Foods offices in White 
Plains, N. Y. 

Do you need a haircut? 


There is a barbershop in the 
building. 


Shoes a little shabby for that four o'clock con- 
A shoe shop is on the premises ready to prepare 
the rising executive for every occasion. 


ference? 
Do you want a 
magazine, some golt balls, film for your camera, cigarettes, 
or candy? A small but complete store is at your service. 

Similarly, after lunch—taken in the spacious and cheerful 
company cateteria—a pleasant library-lounge completes the 
noon break by giving the office worker a chance to relax, 
and read another chapter in whatever book has taken his 
fancy. 
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The front of the building gains added beauty from the 
contrast of horizontal building lines, vertical columns 


Roofed shelter with mosaic columns of rose marble at 
building entrance protects employees in bad weather. 


ee 


Office of the president of General Foods, Charles G. Mortimer. Restrained 
simplicity, air of spaciousness and comfort is typical of executive offices. 
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These and a hundred other similar instances of the most 
careful planning for employee comfort—are tangible evi- 
dences in the new headquarters of a long-standing General 
Foods policy which has always had good results, and which 
made possible the transfer of about 1250 employees from 
New York to White Plains, twenty-five miles away, with a 
personnel loss of less than 200 workers. 

A headline in an excellent General Foods brochure de- 
scribing the new building reads “General Foods is, first of 
all, people’; in this instance, that is not simply a tag line. 
Both the new building, and all the planning and work that 
preceded its opening, placed primary emphasis on the hu- 
man factor in office operations. 

That is one major reason both the accomplishment of the 
move and the new headquarters building itself have been 
such a complete success. 

The move itself, made department by department over 
three weekends in March of this year, transferred 1,100 
people and 18,000 pieces of equipment to the new suburban 
location, without any department losing a single day of work. 
Personnel left their desks in New York on Friday, reported 
for work at the new building in White Plains on Monday 
morning. 

All the employees who made the move with the company 
had already been through the new building before they fi- 
nally moved there, for part of the company’s program to 
persuade all workers to make the move with them had been 
to conduct a series of tours of the headquarters before the 
employees’ final decision was made. 

But touring a building is not the same as working in it, 
and each successive wave of GF employees found new ad- 
vantages in the handsome new office as they reported for 
work there. The U-shaped headquarters building is long 
and low, taking nearly three acres of the 46-acre site on 
which it is built. In contrast with General Foods’ crowded 
quarters in New York, emphasis was placed on spaciousness 
and on taking every possible advantage of the suburban 
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The Traffic Department is typical of general office areas in the new building 
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locale. Thus, behind the building a landscaped courtyard, 
protected by the flaring wings of the building, serves as a 
pleasant place for personnel to stroll during their lunch 
hour. One of the great disadvantages of the New York 
offices, the constant interfloor trafic by elevator, has here 
been eliminated by the horizontal layout which makes it 
possible for the departments working in closest coordination 
to be grouped on a single floor, and by the escalators which 
carry the interfloor trafhc that does exist. 

Designed by Ralph Walker, of Voorhees, Walker, Foley 
and Smith, New York, the offices are clean and functional 
in appearance. A sweeping drive approaches the front en- 
trance from the road, and a roof supported on mosaic tiled 
columns before the main entrance serves the double purpose 


of protecting employees arriving by bus from rain and bad 
weather, and adding to the decorative qualities of the build- 
ing entrance. 
The reception foyer has the same air of pleasant and at- 
(To page 34) 
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Whether you want a haircut... + «+ Or some light reading—they’re both available 
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This Award is for outstandingly successful treatment 
of metropolitan office building space in the creation of 
a headquarters office for this important company. 

In highly dramatic contrast to much of today’s utili- 
zation of big-city rental areas, this spacious, colorful, 
adroitly lighted, and most effectively planned and 
equipped office is a model of smart coordination, es- 
thetically and from the vital point of efficient flow of 
work. Divided between two floors, the office makes 
use of its own spectacular staircase to emphasize one 
of its greatest assets—the feeling throughout of free 
and open space, attained by distinctive use of clear 
glass and of not-quite-ceiling-height dividing walls of 
various decorative materials. 


(for offices with less than 500 employees) 


Columbian Carbon: offices at New York ; 


iF A DEBATE were ever to be held between those who 
contend an office must have its own building, designed 
solely to meet its own needs, to achieve peak efficiency, and 
those who maintain that rented space, treated with imagina- 
tion, can be tailored to a company’s requirements just as 
precisely as offices in a company-owned building, the latter 
group could use the new offices of the Columbian Carbon 
Company as a shining example to prove its thesis. 

Columbian Carbon occupies two floors of 380 Madison 
Avenue, one of New York’s new midtown office buildings. 
In those two floors, Columbian officers and architect J. Gor- 
don Carr have achieved an office that in distinctiveness and 
efficiency is the equal of any organization housed in its 
own building. 

The first and overwhelming impression given by the 
Columbian offices is one of handsomeness and spaciousness, 
but beneath this and never sacrificed to it is an office layout 
that embodies sound principles of personnel practice and 


Above: Robert M. Hillas (left) chairman of the Columbian Carbon board, anerese silver plaque award 
from Donald MeAllister, vice president and general manager, Geyer Publications. Below: President's office 
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Reception area at Columbian Carbon strikes immediate Building housing offices 
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Vice president’s office shows many of the handsome features of executive offices 
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Secretaries on executive floor have custom designed desks 


20 


Sliding panels in board room allow charts to be shown 


efhcient flow of work. Thus, the private offices of executives 
who must work in close coordination with each other are 
grouped together, even though this separates the executive 
from his department. The general offices, all grouped on 
the lower of the company’s two floors, are arranged in a 
pattern insuring a smooth flow of work, and, since they 
occupy the entire floor, with all executive offices on the 
floor above, also benefit from outside window space. 

Equally obvious is the care given to personnel require- 
ments, The sense of space achieved throughout the offices 
is esthetically pleasing, but it also contributes to working 
comfort. A cheerful employee lunchroom is compact, but 
it is also complete, with hot plates for making tea or coffee, 
1 sink for washing cups and saucers, and a vending machine 
which provides hot sandwiches. Built-in employee closets 
have the same unusual feature found on the executive 
floor—drip panels beneath so that wet overshoes and 
umbrellas can dry quickly in bad weather, 

The effect of space and light throughout both floors is 
heightened by the extensive use of glass walls and three- 
quarter walls open at the top. Even the stairwell connect- 
ing general offices and executive floor is glass-walled, as are 
some of the supervisors’ offices on the general office floor. 
The striking and unusual board room, too, has a glass 
wall with draperies that may be drawn when the board is 
in session. 

The distinctiveness that characterizes every part of the 
Columbian offices is nowhere more evident than in the 
board room, which departs from stereotyped outlines in 
favor of a semi-circular board table facing inward towards 
a central desk: the effect is legislative, but it is effective, 
and the arrangement is extremely practical, since all board 
members have a clear view of the central desk and the panel 
behind it, which is used for displays and charts. 

The richness of the walnut-paneled board room is 
matched in the handsome executive offices of the second 
floor. Each office has a color scheme of its own, designed 
to match the occupant’s personality. Executive offices are 
notable for their size, and for the handsome custom-made 
furniture, all of which was designed by the architect. 

Indicative of the imagination shown in planning the 
office is the way the structural columns between windows 
have been turned from a disadvantage to an asset in the 
executive offices. Instead of trying to make the building 
columns inconspicous by painting them the same color 

(To page 76) 
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Most storage space is “built-in.” even in auditorium; 
stacking chairs, tables, can be stored in wall cabinets 


Walls open at top add to “free flow” of office 


INFORMATION PLEASE 
@ Office Mangement is interested always in the 
systems, the layout, and ideas expressed in the 
country’s new offices. If your organization is 
building a new office, or remodeling its present 
one, we would appreciate detailed information, 
The Editors 


Use of glass at stairwell connecting Columbian’s 


two floors leaves both levels visible 
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The Celanese 


SIX HUNDRED feet wide, the new headquarters of the 
Textile Division of the Celanese Corporation of America, in 
open country just outside Charlotte, N. C., has been planned 
with tomorrow's needs in mind as well as today’s. 

The largest office building in the state, its 240,000 square 
feet of floor space can accommodate a thousand office 
workers, even though that many are not employed at this 
time. The same careful anticipation of future needs dis- 
tinguishes the interior planning of the building, which has 
been designed so that future changes can be made with a 
minimum of trouble, 

Thus, the building’s unusual air conditioning system 
makes use of double ceilings, with cooled air distributed 
through the lower perforated acoustical ceilings. This 
eliminates the need for diffusers, making it possible for office 
partitions to be added or moved without regard to sources 
of cooled air: the entire ceiling is the source. The same 
innovation makes it possible to send a greater volume of 
cooled air into the office without strong currents than con- 
ventional systems would. 

Contributing both to employee comfort and efficiency 
and to the streamlined functional appearance of the new 
offices are the fluorescent lighting fixtures in continuous 
troffers. Twice as wide as usual, and spaced at ten-foot 
intervals across the ceiling, the arrangement gives a better 
working light than the standard system, and also adds to 
the distinctiveness of the ceiling. 

Designed by Biberstein, Bowles, and Meacham, of Char 
lotte, in collaboration with the Kenneth H. Ripnen Co., of 
New York, the wide and handsome building has a facade 
of buff Norman brick, relieved by panels of white, brown, 
and green “Mo-Sai” stone. The note of spaciousness appar 
ent throughout the office is struck the moment a_ visitor 
enters the lobby. Two stories high, the lobby has tan marble 
walls and a terrazzo floor, A mural in sculptured bronze, 
depicting “The Story of Celanese” from raw material to 
end product, dominates the reception area. 

Located as it is outside of Charlotte, the new building 
has an employee cafeteria which can seat 380 people. Full 

(To page 76) 
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For the headquarters of the Textile Division of this 
company at Charlotte, North Carolina—an office sym- 
bolic of the industrial and commercial spirit of the 
thriving South. 

Housed, in the new office trend, in an extensive 
building on acreage outside the city proper, this new 
Celanese office is distinguished by its well-considered 
design for the needs of today and tomorrow—in space, 
efficient handling of work, and employee comfort. 

This impressive structure is certain to set the pace 
for office planners in the South interested not only in 
providing a good place for work but a good adver- 
tisement for the company owning it! 


Corporation: offices at Charlotte 


Donald MeAllister (left) congratulates P. D. Cooper 

(center), Celanese vice-president, at presentation of award 

plaque, held by Robert M. Smith, managing editor of the 
magazine. 
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kK. C, Laughlin, vice president and general manager of the Textile Division, in his office, 
which is typical of third floor executive offices in new building 


Cafeteria can accomodate 380 employees 
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Above left: Bronze murals in foyer dramatize Celanese story. 


Below: All textile orders are coordinated here. 
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(for offices with more 
than 500 employees) 


For a general operations office which strikes a new, 
ultra-modern note of clean-cut efficiency in the insur 
ance field. 

On a site totaling 37 acres in New Hartford, New 
York, an attractive suburban area of Utica, this com- 
pany has constructed for the present needs and future 
expansion of its business an imposing building where- 
in the office tasks of the company are handled with 
outstanding efficiency. 

John L.. Train, president and general manager of 
this company, whose brain-child these new offices are, 
ts particularly proud of the main operating floor, 
where about 76,000 square feet of space are given over 
to the complicated routines of an insurance business, 
with every modern advantage in the way of design, 
equipment, systems, and procedures, 


Reception lobby, immediately inside entrance, features 
r of terrazzo design in four colors, marble walls. 


Utica Mutual Insurance: offices at New Hartford, N. Y. 


IN NEW HARTFORD, a suburb of Utica, N. Y., a low 
gleaming white building stands today as a symbol of the 
foresight and determination of one man. The building is 
the new headquarters of the Utica Mutual Insurance Com 
pany. The man is John L. Train, the company president. 

The building's distinctive low appearance is not merely 
a question of esthetic values. In this, as in a hundred other 
details, it reflects the thinking of Mr. Train: that a single 
main operating floor which would provide freedom of 
movement and a streamlined flow of operations while 
avoiding the waste of time and space involved in constant 
interfloor traffic, was particularly appropriate for insurance 
office operations, 

The building incorporates a variety of other ideas gained 
by company personnel after a survey of insurance office 
buildings in California, Texas, Wisconsin, and other states. 
Other insurance companies had often found after moving 
into new buildings that they had not been optimistic enough 
about their growth, so that the quarters which had in 
planning seemed so adequate proved after a few years hope 
lessly congested. Utica Mutual’s new building, in contrast, 
has been planned to permit expansion in any direction. 

Similarly, primary emphasis was placed on providing 
healthy, pleasant and efficient working conditions for em 
ployees. Year-round air conditioning was provided for the 


(To page 75) 


John L. Train, (left) Utiea Mutual president accepts 
bronze plaque award from Donald McAllister. 
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IBM Room at Utica Mutual 


“Bese oT 
Statistical department on main operating floor is typical of general office areas 
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Standard Federal Savings 


and Loan Association: 
offices at Los Angeles 


(for offices with less than 500 employees) 


To the office winning this Award goes the credit 
for something exhilaratingly new in that center of 
outstanding innovation—Southern California. 

Here in the lower floors of its own unique and at- 
tractive blue porcelain-paneled office building, this 
fast-growing savings and loan association 1s housed in 
an office which has aroused widespread interest 
among other savings and loan associations for its 
brilliant adaptation to the special requirements of this 
form of banking. 

Standard Federal’s new building has a special dis- 
tinction in being winner of an Award of Merit in this 
year's Awards of the American Institute of Architects. 


Chris Dunkle (left), West Coast manager, Office Manage- 
ment, presents award to Association president, G. M. Eason 
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ON THE SOUTH PACIFIC island of Yap, where the na 
tives use heavy stone rings for money, a man may exchange 


such a stone for a hundred-pound pig, a thousand coconuts, 
or a canoe; for two such stones he may acquire a wife. In 
modern America, where wealth takes the form of small 
silver coins and pieces of paper, a man may purchase or 
sell vast properties through a simple exchange of paper. 
In the contrast between the quaint but clumsy currency of 
the islanders and the uncomplicated American system is 
symbolized the efficiency that has made this country domi- 
nant, 

Both the story of money and the search for efficiency are 
embodied in the new Standard Federal Savings & Loan As- 
sociation Building in Los Angeles. The first of these is 
shown in numerous ways. The structure, of course, was 
designed specifically to house a financial institution, with 
special care being given to provide convenient facilities for 
both clients and employees. And in a more specific manner, 
the history of money is pictured to the visitor by a large 
mural in the entrance lobby. This mural, composed of 
broken pieces of onyx, marble, glass, metal strips, and ce- 
ment, represents, in stylized manner, the form which money 
has taken in the civilizations of the world throughout his- 
tory. Coins of Greece and Rome, the first American silver 
dollar, the stone disks of Yap, the tree money of Malacca, 
the iron spear head of the Congo, and the cattle-shaped 
measures of ancient Egypt are symbolized in this mural in 
recognition of the monetary systems which the peoples of 
the world have employed to solve their problems of com- 
mercial interchange. 

The measure of the new building’s efficiency is its suit- 
ability to the function it was designed to perform. It is im- 
pressive, first of all, because of the triumphant manner in 


(To page 78) 
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Office of the president, Geo. M. Eason 


Office of Mrs. Geo. M. Eason, vice president 


Building includes employee cafeteria 


First floor business offices 


Money Mural dominates reception area 
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The president’s office 


Thomas and Betts: offices at Elizabeth, N. 


This Award goes to a factory office in which the 
often conflicting requirements of economy, efficiency, 
and smart appearance huve been met in highly satis- 
factory fashion, 

Forced by growth of business to consider a new of- 
fice building as a solution to its paperwork problem, 
this company instead has cleverly coordinated scat- 
tered plant operation offices with its existing executive 
offices at the plant, using obsolete plant space for the 
creation of a new office arca as striking in its design as 
in its effectiveness of performance. 

A notable feature —incorporation of the actual 
functional engineering features of the office (lighting, 
air conditioning, and acoustical treatment) as part of 
the esthetic design itself. 


Robert M. Smith, managing editor, Office Management, 
(right), explains history of award to G. C. Thomas, Jr., 
Thomas & Betts president, following presentation 


(for offices with less than 500 employees) 


IT MAY SEEM odd to think of a business organization as 
having a personality. Yet the offices of The Thomas & Betts 
Co. in Elizabeth, N. J., certainly suggest to the visitor that 
here is a business with a distinct personality. 

From the first glance it is clear that these are not ordinary 
offices. The Thomas & Betts Co. is a manufacturer of elec- 
trical connectors and its offices are located within the plant 
itself, But instead of incessant noise, unpainted brick walls, 
rolltop desks, and green-shaded, inadequate lights, one finds 
offices that are pleasantly coiored, trim, clean, and quiet. 
That such qualities are to be found in a factory office clearly 
indicates a genuine interest on the part of the company in the 
comfort and morale of its employees. 

This first impression can easily be substantiated. A look 
into other portions of the property—into the warehousing 
areas, for example—will show that even those places which 
the visitor is unlikely to see are kept well painted, clean, 
and with their contents neatly stored and in good condition. 
Even so, it is difficult to realize that not many months ago 
these new offices were unmistakably those of a factory—with 
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high ceilings, exposed wiring and piping, typical factory 
windows, and undisguised brickwork. 

The traasformation in appearance may be considered as 
due principally to three changes. First, the height of the 
working area has been reduced to more comfortable propor- 
tions by suspending, at normal office height, a ceiling of 
translucent white plastic, through which carefully placed 
fluorescent tubing throws a pleasant, even, glareless light. 
Except for one small area which is covered with acoustical 
plaster and provided with lens downlights for illumination, 
this luminous ceiling covers the entire L-shaped office area. 

Then, the factory-type windows and portions of the brick 
walls were concealed by hanging fulllength draperies o! 
hair cloth in front of them. The material is light enough 
to admit daylight, now softened and shadowless, into the 
offices. At the same time, it completely disguises the factory 
origins of the window design, and it is heavy enough to 
conceal the brickwork, 

The third principal element is the discreet use of color. 
The offices are predominantly light grey, but here and there 
are panels of pastel colorings, chiefly on the office partitions. 
The effect is subtle; like seasoning in the hands of a master 
chef, it enhances without making one conscious it is there 
at all. 

While consideration for employees may be a clearly evi 
dent portion of the Thomas & Betts corporate personality, 
there are other qualities of equal importance. One of these 
is an attitude of frankness. It was expressed in words by 
Marcel F. Tetaz, the comptroller, who said that the company 
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N. J. MacDonald, vice-president, in his office 
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Most private offices are of “open-end” type 


President’s secretury has wall cabinet files 
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Factors— 
(From page \3) 


Again, the average office presents a complete contrast. In 
the past, the office was small in most companies, staffed by 
people who had economic and educational advantages over 
the production workers in the factory. Since it was small, 
and since it offered prestige advantages over work on the 
production line, there was an esprit-de-corps among the 
workers in each company office—they were on the “inside,” 
they were in constant personal contact with the company 
officers. The human relations problems that arose were 
simple and were easily handled—as such problems can be 
in a group which regards itself as a group and an elite one 
at that, 

But, again, the whole scale has reversed itself, Through 
the years when constant pressure from increasingly well- 
organized workers on the production line was changing 
management thinking from regarding factory workers as 
“hands” to thinking of them as the company’s most funda- 
mental resource, the office was growing constantly, The 
old intimate daily contact between company officers and 
clerks disappeared as the number of personnel expanded, 
and the management split into varying levels of authority. 
But because offices were growing so haphazardly, supervisors 
were usually appointed not because of leadership ability, nor 
ability to handle human problems, but because they had 
seniority, or were themselves particularly good at a given 
clerical job. 

Simultaneously, the feeling of being an elite, of being an 
important group in the company, disappeared as the office 
staff grew and became more specialized. Every element that 
had once created an office esprit-de-corps was vanishing, un- 
noticed by the very management levels that were consciously 
striving to make work on the production line more reward- 
ing in human terms, and were trying through fringe bene- 
fits, through cooperation with unions, through frequent 
contact with carefully selected foremen and work supervisors 
to build strong company loyalty in production line workers. 
Management, if it considered the office at all, was errone 
ously thinking in terms of the smaller office of the early 
days—the feeling seemed to be that the office could take 
care of itself. 

Actually, of course, the office did no such thing. And the 
results of this long neglect of the office are legion: poor 
work, rapid turnover, a complete lack of employee identifica 
tion with the company or its objectives, office disputes and 
tensions. 

American business learned to handle production workers 
carefully—through the rise of unions. It could face exactly 
the same process in the office—unless it follows the lead of 
the progressive companies that have recognized this growing 
problem and are doing something about it. 

The large office today—the office so big that the top levels 
cannot possibly know and deal with all clerical workers— 
must regain the esprit-de-corps that once distinguished all 
offices, It cannot accomplish this on a basis of personal 
loyalty and liking for the boss—a remote figure whom the 
new typist in the main stenographic pool may not even 
know by sight. It has one choice—only one. It can replace 
the personal loyalty of another era with company loyalty. 

It not only can do this—it has a golden opportunity to do 
this, This is an era in which group activities are disappear- 
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ing on every side, The family, church, social and fraternal 
groups, are all less cohesive today than they were twenty or 
thirty years ago. But the human need to “belong,” to par- 
ticipate in group activities, remains. And the great group 
activity remaining to most people today is their work—the 
work which is done in a group atmosphere, the work at 
which they spend most of their waking hours. 

Thus, American business today has an opportunity to 
attract workers’ loyalty that it has never had before. By 
careful planning it can make the company the group en- 
deavor that most human beings need, at precisely the mo- 
ment when most other group activities are either disappear- 
ing or are losing their attraction, 

But this attachment of group thinking and loyalties to 
the office in which a man or woman works will not just 
come about by itself, and it will never materialize at all if 
the office does not create the proper atmosphere to nurture 
this feeling. 

This means that management must place the same em- 
phasis on good human relations in the office that it does on 
good procedures in the plant, 

A human relations program can only take on reality and 
bring results if communication lines within the office are 
good, for the very separation that has spread between top 
officers and the rank and file of clerical, workers with the 
expansion of the office force means that the burden of inter- 
pretation between staff and officers must be assumed by the 
middle management group—the supervisors, the section and 
department heads. 

This is the first requirement of a good human relations 
program—an actual indoctrination program for the middle 
management group in the basic laws of human behavior, 
and serious analysis of an employee's ability to handle people 
before he is considered for promotion into the middle man- 
The training program for supervisory 
personnel should certainly be thorough enough to give them 
a grasp of the basic motivations of human beings—that 
every human being has certain goals in life, that he works 
to attain these goals, that consistent blocking or frustration 
of the worker's drive toward his goals builds a state of ten- 
sion in the worker, which in turn affects his stability on 
the job. 


agement group. 


But it isn’t enough for middle management levels to realize 
these truths—company policy too must take them into ac- 
count. Employees in a company must have some place in 
that company to go—an objective within the organization, 
which will help them to realize the goals that are their basic 
reason for working. Thus, such program features as merit 
pay increases within a job bracket and the possibility, at least, 
of advancing job status, of moving up the ladder, are fun- 
damental to a balanced human relations program. 

Under communications, we must imbue our middle man- 
agement levels with a knowledge and feeling for company 
objectives, which they in turn may relay to the workers. 
It is only when the company is seen as a whole and the 
worker's role in that whole is clear to him that he achieves 
‘a real bond with the company. As long as his work remains 
a routine performance which he has not been taught to 
relate to the entire company operation, he cannot, even if 
he enjoys his particular job, readily identify himself and his 
goals with the company and its objectives, so that he actually 
feels his fortunes rise and fall with the company fortunes. 

Last of all, we have the mechanical but highly effective 
direct lines ‘of communication between the management 
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level and the basic employee-company bulletins, the office 
newsletter or house organ. These help to clarify company 
objectives, explain them to the worker, and if well-edited 
they can help immeasurably to strengthen his bond with the 
company. 

Among the 1954 Office of the Year winners, we find an 
outstanding example of how a well-organized human rela- 
tions program—publicized through an effective communica- 
tions program—can carry an office through a difficult re- 
adjustment. General Foods, in moving its headquarters 
offices from New York to White Plains, twenty-five miles 
away early this year, had the problem of holding as many 
of its office personnel as possible. By keeping its employees 
meticulously informed of every step it planned, of its gener 
ous arrangements to help employees to move, by assuring 
the employees that it wanted them to stay with the com 
pany, and by helping on an individual basis with the thou- 
sand and one problems that the move presented in each 
employee's personal life, General Foods established itself in 
a different city with 84 per cent of the same personnel it had 
had in New York. 

The problem of human relations in the office illustrates 
again how each of our areas overlap, for obviously environ- 
ment and systems each play a major role in the relations 
of clerical workers to their office and to their fellow workers. 

Thus, merit pay ratings are almost fundamental, if we 
accept our first principles of human relations—that every 
worker has fundamental goals, and that he works to realize 
those goals. If his work offers him no chance of advance- 
ment, not even advancement in pay, we are frustrating his 
most basic human drive. Yet merit rating pay plans cannot 
be set up haphazardly without proper planning—they must, 
in other words be geared to a system, and not just any sys 
tem, but the system most appropriate for the particular com- 
pany. If this is not done, company salary costs will be out 
of line, or the company pay scale will, alternatively, be so 
low as to defeat its own purpose. Merit rating plans, in 
centive pay plans, can only be kept in bounds by a well 
organized salary evaluation plan that balances the salary 
range for each position against the requirements for that 
position, and balances all the salary ranges for each category 
of positions within the company against the overall salary 
load the company can carry. 

Thus, the systems design through which the office does its 
work is, in the last analysis, as ali-enveloping as the environ 
ment factor. Moreover, if the systems in use in the office are 
bad, the environment and human relations almost by defini 
tion cannot be good, even though thought and care have 
been given to them, since the way in which the office does 
its work is part of environment and certainly affects the 
relations of personnel within the office. 

The third ingredient in scientific office planning then is 
intelligent and dynamic systems improvement. ‘ 

Intelligent systems planning means consistent and con- 
tinual systems planning, Just as the factory is constantly 
doing research to find more efficient and more economical 
methods of meeting its production responsibility, so the office 
must face the reality that good systems planning is not a 
matter of instituting new methods and then going on with 
them forever; it must be a living and continuing process of 
constant improvement, constant modernization. 

For the office, like the factory, and like every other human 
institution, is subject to entropy—the tendency of every liv- 
ing or moving thing to disintegrate if it is not continually 
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revitalized. A car begins to deteriorate as soon as it is put 
into use. A typewriter has begun to depreciate at the mo- 
ment it leaves the dealer's shelf and reaches the stenogra- 
pher’s desk. An air force made up of airplanes that have 
been superseded by later models is an inefhicient military 
unit. 

Every institution, every machine, every group endeavor, 
tends to lose momentum and efficiency from the moment it 
begins life, and this tendency can only be offset by a constant 
revitalization of replacement. 

That is why systems design for an office can no more be 
a one-occasion reorganization than retooling a plant can be 
a one-occasion event. The ideal solution to the office prob 
lem is a consistent systems analysis, continual in the same 
way that in-plant research is continual in the factory. 

This does not imply a methods and procedures depart- 
ment staffed by a few technicians, for small departments of 
this type are kept so busy putting out fires—solving indi- 
vidual problems in individual departments—that it is almost 
impossible for them to look at the whole office system ob- 
jectively, and make improvements as part of an overall de- 
sign. The small methods and procedures department in 


Two of the 1954 “Office of the Year” Award winners 
that lost no time in finding an appropriate place to 
display their award plaques were Thomas and Betts, 
and the Columbian Carbon Company. Above: Thomas 
and Betts officers consulted with their architect, Gor- 
don Powers, on suggestions for a good spot to display 
the award, Left to right: G. C. Thomas, Jr., president; 
Mr. Powers; Marcel Tetaz, controller, and N. J. Mae- 
Donald, vice president. Below: Columbian Carbon 
Company has hung its First Award plaque in its 
reception foyer. 
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most instances must content itself with keeping the old 
system from deteriorating, but it has neither the time nor 
the scope to improve and continually modernize the entire 
system, 


What is desirable is the type of research undertaken by 
two Office of the Year winners of recent years—United States 
Steel and the Aluminum Co. of America, both of which 
have developed systems departments that are almost the 
equivalent of the research facilities of giant industrial organi- 


- zations—departments on two levels, one of which can devote 


itself to continual improvement and renewal of the whole 
system on which the office runs, the other of which can 
eliminate the small, individual bottlenecks that develop with- 
in departments under the existing system, 

This is desirable, but it is not feasible in the case of small 
offices unable to support a two-ievel systems research depart- 
ment. It is for offices of this type that outside consultants 
are most valuable. A good consultant can move into the 
company and identify himself with its problems and_ its 
objectives without being bogged down in the minor depart- 
mental problems that occupy so much of the methods de- 
partment’s time. The outside consultant can, in the small 
company, take the place of the second level in the very large 
office’s systems department—the level which reviews the 
entire office operation, and devises a system embracing the 
operation, 

Systems planning of this overall type—and it is only 
planning of this type that is truly systems planning in the 
context of this article—breaks down into four sequential 
Steps: 

1. The outside consultant, working in the closest co- 
operation with company officers, sets up a list of objectives 
which the system is to accomplish, This outline of objec- 
tives, created by the consultant and the company officials 
most concerned with office operations, is the yardstick against 
which every phase of the new system must be measured. 

2. Next, the outside consultant and his staff, working still 
in the closet and most intimate daily contact with the com- 
pany through research determine the best methods and 
equipment to win the objectives outlined in the first step. 

3, Methods and equipment decided on in Step 2 are now 
integrated as the system is worked out in detail, Here ma- 
chine gaps that appear in the overall pattern may be met by 
specially designed machines. The office today cannot afford 
to “bend” its systems because existing machines do not meet 
precise system requirements; it is simpler and in most cases 
more economical to build or adapt a machine to meet the 
requirements of the system than it is to twist and alter a 
well-designed system to accommodate existing tools. 

4. The final step—and this is an essential one, which many 
companies have overlooked to their subsequent distress—is 
a rigid and exact comparison between the cost of the office’s 
present system, and the cost of the projected system, to in- 
sure that the potential savings are high enough to justify 
the initial and continuing costs of installing the new system. 
No company is economically justified in revising its systems 
unless it protects itself by this step. 

Factors that should be considered in this balancing of 
costs against savings include not only the cost of the new 
machines to be installed, but the time required to train em- 
ployees to use the new equipment and follow the new tech- 
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Office automation . . . will never replace people... 


niques. A healthy allowance for unforeseen or unpredictable 
expenses of conversion should also be included in projected 
costs. 

Our firm believes that investment in new capital equip- 
ment required to put a system in operation (including the 
cost of the other factors mentioned above) should be offset 
by savings achieved by the system within two to four years, 
or the capital investment is not justified. Haphazard buying 
of new and expensive equipment, rapid conversion to a sys- 
tem that is so expensive to instal] that savings will not com- 
pensate initial expense for a very long period of time—these 
can be even more ruinous to an office than refusal to review 
its systems at all. 

We come back then to the basic theme which the progres- 
sive office has adapted and which every office must even- 
tually accept—the need for balanced scientific planning, 
planning which acknowledges the vital importance of our 
three basic factors to the economic future of the company. 

The three factors, of course, revolve around personnel, 
and this is as it should be, Automation, no matter how far 
it is developed, is never going to replace people in the office 
even to the extent that it has now replaced workers in some 
factories. We may mechanize some of the basic repetitive 
tasks of clerical work, but no part of office operation can 
ever be as completely mechanized as some phases of fac- 
tory routine; human judgment and human initiative will 
always be in greater demand in the office than they are on 
a production line. 

Beyond this, we have moved into a consumer economy in 
which factories are producing at a more or less constant level 
—the work load within the American factory is not increas- 
ing, nor is the demand for the factory’s output. But the 
work load within the office is continuing to grow, and that 
trend will continue—even the development of automation 
in the factory throws more of a paperwork and computa- 
tion burden on the office. The continuing expansion of 
fringe benefits must be handled in the office, the ever- 
expanding demand of management for reports, analyses, 
information and surveys, devolves on the office. 

This means that mechanization, the introduction of every 
labor saving device that is economically feasible, into our 
offices will no more eliminate the need for personnel in those 
offices than the introduction of assembly line production 
methods in automobile manufacture eliminated automobile 
workers. 

All the devices, all the systems, all the machines we can 
install in our offices will make it possible at best for us to 
keep our clerical costs down to a reasonable economic and 
competitive level. 

This we can do, and this foresighted business management 
is already doing in leading American offices, realizing that 
if these costs are not held level by a planned approach, they 
will continue to rise as the office work load rises. 

This we must do, in every business which has a realistic 
management. For just as surely as the last century saw an 
enormous expansion of the facilities of production, our cen- 
tury is one in which paperwork of all descriptions, the cler- 
ical and administrative aspects of the economy, are in the 
ascendancy. The management which recognizes that trend 
today, and bases its plans on that recognition, will send its 
organization into the years ahead with a long competitive 
advantage over its rivals, 
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Put safety under every step 
with floor wax containing 
Du Pont LUDOX’ 


Hurrying steps are safer steps when your floors are coated 
with anti-slip wax containing ‘“‘Ludox.” 


There’s a unique “‘snubbing”’ action as the foot meets the 
floor, greatly reducing the danger of slipping or skidding. In 
addition, waxes properly formulated with ‘“‘Ludox”’ have the 
gloss, water resistance and leveling properties you expect in 
any high-grade wax. 


Du Pont “‘Ludox”’ is colloidal silica—solid transparent 
particles of minute size. These particles in a wax film impart 
slip-resistant properties by dissipating much of the foot’s 
forward-moving energy (see diagram). A firm, confident step 
is the result. Ask your mainte- 
nance man to use waxes fortified 
with “Ludox” on your floors. It’s 
the modern, safe way to keep 
floors gleaming! 


E. 1. du Pont de Nemours & Co. 
(Inc.), Grasselli Chemicals Depart- 
ment, Wilmington 98, Delaware. 


For Safety Underfoot, Specify Floor Waxes Made With «) 


LUDOX 


COLLOIDAL SILICA 


GU PONY 
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BETTER THINGS FOR BETTER LIVING .. . THROUGH CHEMISTRY 
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General Foods— 


(From page \7) 
tractive simplicity found in the building design, Light and 
spacious, it has two reception desks, one of which serves 
to arrange transportation back to White Plains for visitors 
from New York or other cities. An unusual feature in the 
reception area is the use of the company initials as a design 
feature in the draperies covering the walls. 


The building is air conditioned throughout, and the em- 
ployees have the benefits of soft and muted music at their 
work, 


Space mobility within the building is provided by the use 
of movable steel walls, which make it possible to rearrange 
offices quickly without altering lighting or air condition. 
ing facilities. Coordination of departments in a cohesive 
pattern, and centralization of some facilities, impossible in 
New York where General Foods headquarters was scattered 
through three different buildings, has also simplified and 
made more efficient the entire flow of work within the office. 


General Foods first decided on leaving New York and 
going to the suburban area over three years ago, after it 
hecame apparent that its scattered offices in the Grand Cen- 
tral area of New York were becoming inadequate for a 
growing staff. .... 

But General Foods had 1,200 employees, who lived in all 
the boroughs of New York, and in the suburban areas of 
Jersey and Long Island—completely inaccessible to White 
Plains by ordinary commutation—and General Foods wanted 
to hold on to as many of those employees as possible. 


It held on to an astonishing percentage by one of the 
most intelligently planned communications projects ever 
devised by an American company—a communications pro- 
gram which carried to employees a story of company de- 
termination to do everything possible to aid them to relocate 
if they were willing to move with the company. 

In January of 1951, three full years before the move, em- 
ployees were first told in a bulletin notice that it had been 
decided on, the reasons for the decision and the fact that 
they would be kept completely informed of all develop- 
ments, and all company plans for their future. This was 
followed by a picture of the site purchase and more details 
the following month, February, A report on progress on 
construction of the building was issued to employees in 
April of 1952, and in August of 1952, a complete booklet, 
“General Foods Moving Day and You” spelled out in detail 
exactly what the company was prepared to do, both for the 
employees who were willing to move with it, and for those 
who would stay until the end in New York but would not 
consider leaving the city. 


Arrangements were generous in 
each instance. 


The release of this overall brochure was followed by a 
series of tours of the White Plains area for company per 
sonnel, staggered through the fall of 1952. This gave them 
an Opportunity to see the suburban city, and make some kind 
of preliminary judgment as to whether they would like io 
live there. 

It was spring of 1953, months after employees had had a 
chance to learn something about Westchester, and decide 
whether to look for living quarters there, that the company 
sent each worker a questionnaire asking the direct question 
for the first time: Did he intend to move with the company? 
This gave management a preliminary (and as it turned out, 
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4 quite accurate) estimate of how many people it could ex 
pect to hold, how many it must replace, 

Department moving dates were communicated to em 
ployees in September of 1953, and in the fall of that year too, 
a detailed description of the new building and its various 
This was followed in 
February of 1954 by tours of the nearly completed building 
for every employee in the company, so that each employee 
could see for himself where he would work if he made the 
move, and what the building facilities he had previously 
heard about were really like. Each of these tours was met 
at the new building by Charles G. Mortimer, the General 
Foods president, who again stressed how much General 
Foods wanted to retain all the employees it could. 

Following the move, the company held a series of special 
tours in is new headquarters through June for families 
of employees, and for community and business leaders. 
These climaxed work that had been going on ever since the 
move had been decided on to win complete and whole- 
hearted community acceptance of the General Foods move, 
for Westchester has traditionally been a residential area, 
and there had been the possibility of community resentment 
at the prospect of a large business headquarters migration 
to the region, 

But here again, General Foods had anticipated all pos- 
sible reactions, and by an astute and foresighted program 
had established itself in the community on the best pos- 
sible level. 


advantages was given employees. 


This outstanding communications and human relations 
program has been the most dramatic evidence of the sys- 
tematic planning and efficiency characteristic of General 
Foods’ office operation, but that is mainly because it has 
been so strongly evidenced throughout the period of the 
move. In a hundred other ways, every day, the smoothly 
functioning White Plains offices are showing their clear title 
to the award, “Office of the Year.” 


Among the Suppliers 


Office Equipment—Bates Mfg. Co.; Better Packages, Inc.; Cole Steel 
Equipment Co.; Diebold Inc.; General Fireproofing Co.; Hunt Chem- 
ical Co.; P. O. Moore, Inc.; Muzak Corp.; Pres-To-Line Corp. of 


America; Remington Rand Inc. 


Office Furniture—Doten-Dunton Desk Co.; Desks, Inc.; General Fire- 
H. Gunlocke Chair Co.; The B. L. Marble Chair 


Co.; Schmieg & Kotzian; W. & J. Sloane Co.; Standard Furniture Co. 


prooiing Co.; W. 


Office Supplies—Ansco; Courier Ciuzen Co., Davidson Corp.; Eagle 
Pencil Co.; Fidelity Forms & Systems Co.; Gavin Press, Inc.; Hammer- 
mill Paper Co.; Interchemical Corp.; Eastman Kodak Co.; Minnesota 
Mining & Mfg. Co.; Moore Business Forms, Inc.; National Litho 
Forms Co.; Sanford Ink Co.; Sinclair & Valentine; Superior Pencil Co.; 
True-Rite Co, 


Structural—¥.. J. Boyle, Inc. 


Typewriters & Office Machines—Addressograph-Multigraph Corp.; 
Allen-Wales; American Type Founders; Burroughs Corp 
Controls Corp.; Copy-West Camera: Ralph C. 
son Corp.; A. B. Dick Co.; Eastman Kodak Co.; 
Thomas A. Edison Inc.; The Elliot Addressing Machine Co.; EI- 
lhott-Fisher; Friden Calculating Machine Co.; Haloid Co.: International 
Business Machines Corp.; 


; Commercial 
Coxhead Corp.; David- 
Dictaphone Corp.; 


Marchant Calculators, Inc.; Monroe Calculat- 
ing Machine Co., Inc.; National Bundle Tyer Co.; National Cash 
Register Co.; Olivetti Corp. of America; Ozalid Div., General Aniline 
& Film Corp.; Photostat Corp.; Pitney-Bowes Inc.; Remington Rand 
Inc.; Royal Typewriter Co.; Smith-Corona Inc.; SoundScriber Corp.; 


The Todd Co. Inc.; Underwood Corp. 
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> Geyer Award presented 
Edward McGuar, president of the 
Springfield, Ill., Chapter of the Nation- 
al Office Management Association, re- 
ceives the Geyer Award, given yearly 
in memory of Andrew Geyer, publish- 
er of Office Management, to the chap- 
ter with the best membership record. 
It is accompanied by a $100 check. 
From left to right are Al Vanselow, 
membership chairman; Mr. McGuar; 
Paul Maurer, past president; and 
Tommy W. Atkins, NOMA’s St. Louis 
area director. 


News 
pictorial 


! 


Photograph by Illinois State Journal 


A Modern furniture showrooms 
The Herman Miller Furniture Co., 
Zeeland, Mich., has redesigned its 
showrooms at 1 Park Ave., New York. 
Shown are the reception area with its 
black ceiling and walls, its cerulean 
blue floor, and its orange-red seating 
units, and a general view showing the 
colorful plywood panels used to set off 
the furniture displays. 


q New plant for New York 

Joseph Burger, president of Art Steel 
Sales Corp., 170 W. 233rd St, New 
York, stands in the cab of a steam 
shovel as company officials gather to 
watch as ground is broken for a new 
plant at 234th St. and Broadway. 
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> Philippine business woman 
visits U.S. 

Mrs. Edith T. Marcelo, prominent 
woman industrialist from the Philip- 
pine Islands, recently stopped at the 
plant of Marchant Calculators, Inc. in 
Oakland, Calif., as she began a tour to 
study American industrial operations. 
She is shown here with Harold T. 
Avery, Marchant vice president for en- 
gineering, Walter Kassebohm, vice 
president for manufacturing, and W. G. 
Perker, export manager. Mrs. Marcelo, 
the mother of four children, is a chem- 
ical engineer and is executive vice pres- 
ident of Marcelo Steel Corp., Marcelo 
Rubber & Latex Products, Inc., and 
Marcelo Tire & Rubber Corp., which 
altogether employ 2,000 people. 


q Portable repair bench 
The repair shop is taken to the ma- 
chine, instead of vice versa, at least for 
cleaning jobs, at a large government 
installation on the West Coast. This 
unit is equipped with a one-half horse- 
power air compressor manufactured 
especially for the purpose by the Le Roi 
Division of Westinghouse Air Brake 
Co., 1706 S, 68th St., Milwaukee. The 
unit is moved easily from office to office, 
where it is used to keep office machines 
clean. 


A Private telegraph net 
This is the switching center of a high- 
speed private wire telegraph network 
recently installed to interconnect the 
31 offices and plants of the Mathieson 
Chemical Corp., which has its head- 
quarters in Baltimore. The network 
covers 23 cities in 15 states. It has a 


capacity of 24,000 words an_ hour. 
Messages are prepared by operators in 
perforated tape form, and are received 
automatically in page form. 
tion was by Western Union. 


Installa- 
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A Monthly Feature 


Tools of the Office 


Filing Systems and Supplies 


Manufacturers’ List on Page 46 


Cooks’ “‘Ful-Vu Universal Sorter” 


Acco Products, Ine. 

Illustration. Below, left. 

Item Pictured. “Accobind” folder. 

Description. A folder made of press- 
board. Available in letter and legal 
sizes, and in special sizes on request. 
Offered with pressboard tabs or metal 
tabs, straight or angular, 

Folder has transfer features, permit- 
ting contents to be removed in a bound 
unit at end of filing period; folders can 
be used again by inserting new Acco 
Fastener. 

Other Products. The company also 
manufactures file guides of black press- 
board with tabs of pressboard or metal, 
either angular or straight; letter and 
legal sizes available. Also a line of 
four types of file fasteners of smooth 
pliable steel; made for a variety of loose 
leaf centers in capacities up to 6 in. Cooke & Cobb’s “Favorite” file Dunleavy No. HF-215 hanging folders 
Other products include paper punches, 
paper clamps, and a vertical filing sys- 
tem for blueprints. 


Amberg File & Index Co. 
Illustration, At far right. 
Item Pictured, No. 414 “File Caddy.” 
Description. A movable unit equip- 

ped with hanging folders for use in 

sorting papers; can also be used for fil- 
ing. Constructed of metal, mounted 
on four legs with ball bearing swivel 
casters, finished in hammerloid grey. 

Sliding top is equipped with paracentric 

lock. 

This model is letter size and is pro- 
vided with 25 metal tab suspension 
folders. Additional folders available. Aoes’s “Aeccbind” febder 
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NEW Remington Rand KOMPAKT FILE 
“the file with the extra drawer” — 


Now for the first time since the invention of the vertical file, 


you can have a desk-height file with 3 letter or legal-size 
drawers instead of 2... .a counter-height file with 4 instead 
of 3 drawers...a 5-drawer file no higher than a 4-drawer 
unit... a 6-drawer file comparable to a 5-drawer ! 


‘loo, it means the new KOMPAKT file can save up to 
50% of your floor space!) And KOMPAKT has smoother 
operation... more modern streamlined appearance ... 


greater strength and durability ! 


Right now, when you’re engaged in the annual transfer 
of files, is an ideal time to consider KOMPAKT . .. the file 
with the extra drawer. Get 10-page folder showing details of 


EXPAND files without waste — 


savings—Circle LBV692. 


Room 2138, 315 Fourth Ave., New York 10. 
Kindly send literature circled: 


LBV692 LBV391 LBV666 BSD2 


LBv402 


Name Title 


Firm 


Address 


a el melanie 


38 


GAVE crerical filing costs 


with TRIPLE CHECK AUTOMATIC FILING 


Triple Check Automatic is a simple indexing system that’s 
faster by far than any other system ever devised. It enables 
clerks to file and find so much more quickly and easily that . 
you save great amounts of clerical time—the biggest single 
item in your filing costs. Circle LBV391. Use it in the 
new KOMPAKT files too. 


a 


with VARIADEX ALPHABETIC FILING 


You can eliminate the waste of discarding inflexible index 
guides as your files expand. Variadex—the direct-expand- 
ing, color-keyed index—permits unlimited file expansion 
at any time. Get full particulars—Circle LBV666. Use 
Variadex in the new KOMPAKT files too. 


TOMORROW —> 4 


TODAY 


Whatever your file problem our Business Services Depart- 
ment staff is available . . . daily operations undisturbed, 
your personnel trained in the new system, and manual of 
procedures established. Save money by getting your job 
finished promptly. For details Circle BSD2 and LBV 402. 


PRODUCTS ADVERTISED ABOVE ARE IN USE IN ONE OR MORE OF THE 1954 “OFFICE OF THE YEAR” AWARD WINNING OFFICES 
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Folders are of red fiber construction. 
Dimensions: width, 15 in.; depth, 
18% in.; height, 264% in, 
Price. $28.50. 
Other Products. 
legal size, 
inserts, etc. 


A similar model in 
Also, folders, white paper 


Cel-U-Dex Corp. 

Illustration. Following page. 

Item Pictured. “Shel-File.” 

Description. A system for filing cor- 
respondence vertically on shelves in 
stead of in cabinets, Consists of wire 
frame uprights snapped into a steel 
trough. Available in letter and legal 
sizes and in lengths of 18, 24, 30, and 
36 in. Width of letter-size unit, 12 in.; 
of legal-size unit, 15 in. 

System designed to permit full view 
of all folders in files and to permit 
rapid and orderly filing without ex- 
pense of cabinets. Indexing facilities 
are provided. 

Price. From $6 to $14 per unit, de- 
pending on size. 

Other Products. 
two types 


Signal systems ol 
: (1) crimped, for use with 
visible records systems, available in two 
widths in 12 colors, unprinted, or print 
ed according to various filing methods, 


Tools of the Office 


and offered optionally with punched 
holes of various patterns as an aid to 
filing, and (2) transparent, for corre 
spondence, vertical files, and visible files, 
available in 12 colors. 

Also a line of insertable tabs for file 
folders, in various colors, sizes, and 
shapes, including “Tri-Dex,” in which 
the insert is held at a 45° angle (the 
angled portion extending in front of, 
rather than in back of, the guide). 
Also a line of printed index tabs. 


The Cooke & Cobb Co., 
Div. of Wilson Jones Co. 

Illustration, Page 37. 

Item Pictured, “Favorite” expanding 
tile No. V-17A. 

Description. An expanding file avail 
able with various types of indexing, 
such as A-Z, JAN.DEC., or 1-31, Has 
recessed indexing to allow cover to fit 
tightly. Sizes range from 3 by 6 in. 
to 10 by 15 in, 

Files offered with or without flap, 
and with elastic tie cord which slips 
on and off the file, leaving no loose 
ends to be tied. 


Price. For tile as shown, $3.25, 

Other Products. Desk classifiers in 
various grades and capacities, priced 
from $4.95 to $9.75. 
pockets, and jackets, and other filing 


Also tile tolders, 
accessories. 


Cook’s Ine. 

Illustration. Page 37. 

Item Pictured. “Ful-Vu Universal 
Sorter.” 

Description. 
models, one of which is designed for 


One of two. sorter 
correspondence, the other for checks. 
Has hard pressed wood | base with 
aluminum side channels. Equipped 
with 31 Mikafilm dividers. 
in various ways, including alphabetical 
ly from A to Z, by month, by fives 


from 5 to 95, by days from | to 31, 


Indexed 


and by states. 

Price. Of No. FS-10 (for checks), 
$10.95; of No. FS-20 (for correspond. 
ence), $11.95, 


Dennison Mfg. Co. 
Illustration, Page 37. 
Item Pictured. File Folder Tab 

Labels. 

Description. Tab labels with a 


standardized length of 3 7/16 in, to fit 


ene 


SIGNALS FOR BUSINESS — 


} TRANSPARENT | 

’ FSIGNALS 7 

for “visible? systems’ 
¥ d 


Fxert new control over any type of 
office system with Graf/co Signals. They 
never forget. Always there to stop, 
start, check, alert. Your office supply 
dealer will be glad to explain what 
they can do for your particular needs. 


GEORGE B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


November, 1954 


FASTENER 


sty le 


Binders. 


To Bind Papers Together 
To Keep Perfect Order 
To Prevent Loss 


Make Acco Fasteners the basis of your filing sys- 
tem. They keep papers bound together 


ke 108 leaf 


preventing loss, mis-filing, wasted time. Use 
them alone, in Accobind Folders, or in Accopress 
Sizes for all standard loose leaf centers. 


Ask your stationer. 


ACCO PRODUCTS, Ine. 


and MAPTACKS 


Keep BUSINESS Under Contre! 


Ogdensburg, N. Y. 


n Canada: Acco Canadian Co., Lid., Toronte 
nm on 
Ca __/ na comme eememameee 
— fie 


ACcCCO 


FASTENER 
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Filing Equipment “F. E. Bee” system 


% cut and % cut folders, Width be- 
tween perforations conforms to type- 
writer spacing. . 

Available in eight colors: white, 
blue, buff, green, salmon, canary, 
cherry, and manila. Reinforced labels 
also offered, designed to form triple 
strength tab by folding reinforced label 
over folder tab. 

Price. In rolls of 250, 43 cents per 
roll; fanfolded in boxes of 500, 70 
cents per box; in strips of 10 (250 per 
pad), 35 cents per pad. Reinforced 
labels: 5 tabs to strip, 100 tabs to box, 
at 50 cents per box. 


Other Products. Labels for file fold- 


ers, index tabs, and other filing ac- 
cessories, 


The Dunleavy Co. 

Illustration, Page 37. 

Item Pictured. No. HF-215 hanging 
folders and drawer frame. 

Description. Wanging folders of 
heavy grey kraft stock, made without 
metal, Available in letter and legal 
sizes with clear transparent celluloid 
tabs. Tabs offered in 4% and % cut 
sizes, with inserts for a variety of pur- 
poses. 

Drawer frame is cadmium plated to 
resist rust, 


Handi-Blow’s “Triclip” binder 


Cel-U-Dex’s “Shel-File” 


Other Products. Two filing systems: 
the “Filex Expanding System” for di- 
rect alphabetic filing, and the “Filex 
Automatic Follow-up System.” Also 
a line of file guides of colored bristol 
or pressboard, with self-tabs, flat or 
angular celluloid tabs, or black metal 
tabs in a variety of sizes and positions. 
Other products in the Filex line include 
folders of kraft or manila, follow-up 
systems, tabbing, labels, and file fasten- 
ers. 


Export Specialties Co. 
Illustration, Page 37. 
Item Pictured. 

rator. 
Description. 


Two-punch perfo 


A two-punch _perfo- 
rator designed to accommodate up to 
10 sheets of paper. Available in differ- 
ent sizes with spans of 2% in. and 3'% 
in. between punches, and in a model 
with span adjustable from 7 to 8 cm. 

Equipped with guide to assure align 
ment of papers, and pan to hold paper 
scraps. Has green crackle finish and 
reinforced nickel-plated handle. 

Price. $1.50, list. 

Other Products. A \ine of “Nepaco” 
file folders in letter and legal sizes, 
made of .017 rope bristol; spiral file 


___UNIT TAX LEDGER 


Globe-Wernicke’s “Safeguard” system 


folder fittings available for use with 
folders. Also offered: clip boards, lever 
arch files, and book files. 


Filing Equipment Bureau 

Illustration. Above, left. 

Item Pictured. F. E. Bee Line Filing 
System. 

Description. A filing system the 
principal components of which are in- 
dicated in the illustration by numbers, 
as follows: 1) alphabetical guides, (2) 
miscellaneous alphabetical folders, (3) 
individual folders for single compan- 
ies or individuals, and (4) “out” guides 
and guides for special captions. 

System designed for expansion for 
from one to 1,000 drawers. Folders 
have three-ply tops, which are avail- 
able in various colors, 

Other Products. “Lock Label” metal 
tip guides, “Bi-Focal” insertible cellu- 
loided card guides with rounded tabs 
to make them visible from both top 
and front. Also “Tripltop” folders such 
as those used in filing system described 
above, “Flexi-Flash” signals which are 
pressure sensitive and flat enough to 
go through a typewriter or bookkeep- 
ing machine, “F.E.B.” labels, and em- 
bossed fasteners with | or 2-in. prongs. 
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Le Febure “Speedex” indexed sheets 
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Next Month: 


Rotary Card Files 
Visible Index Equipment 
Check Devices 


Filmsort, Inc. 


Illustration. Page 44. 
Item Pictured. 
Cards.” 


“Filmsort Aperture 


Description. Cards for the mounting 
of single frames of 16mm or 35mm 
microfilm. Apertures for film mount- 
ing are die cut by the company in 
cards supplied by customers, Cards 
may be of types used in electric account- 
ing machines, in systems for marginally 
punched cards, or in simple manual 
systems. Microfilmed document can 
thus be combined with means of lo 
cating it. 

Card sizes range from 3 by 5 to 
6 by 8 in. 

Prices. From $20 to $100 per thou 
sand, varying with size and number of 
apertures. 


Other Products. jackets tor mount- 
ing microfilm strips. Also microfilm 
equipment. (See “Tools of the Office” 
section, September issue of Office Man- 
agement.) 


The Globe-Wernicke Co. 
Iilustration, Opposite, top right. 


Item Pictured. 
betic filing system. 


“Safeguard” alpha 

Description, An alphabetic filing sys 
tem with component parts as indicated 
by numbers in the illustration. These 
are: (1) Primary guides with cellu 
loid tabs at a 45° angle; these are green 
and occupy first three positions at left; 
in addition to letters, they have auxil 
iary numbers to assist in filing. (2) In 
dividual folders, with two-fifths cut 
tabs in extreme right position; these 
are for correspondence with single com 
panies or individuals, and are avail 
able in either manila or heavy kraft 
stock with plain or visible celluloid 
tabs. (3) Miscellaneous folders with red 
angular celluloid tabs in the three left 
hand positions, indexed in same man 
ner as primary guides. (4), (5) and 


(6) Auxiliary guides for special names, 


Tools of the Office 


alphabetical subdivisions, and months; 
these have yellow or orange angular 
celluloid tabs in fourth position, (7) 
“Out” guides, with blue angular cellu- 
loid tabs in fourth position. 

System designed to be capable of un- 
limited expansion. Available in letter 
and legal sizes. Also offered in card 
sizes, including 3 by 5, 4 by 6, 5 by 8, 
and 6 by 9 in, Filing plans include 
alphabetic, geographic, numeric, termi- 
nal digit, and subject methods, 

Other Products. As this issue goes to 
press, Globe-Wernicke is in the process 
of introducing a new line of hanging 
file folders called “Verti-Swing.” 


George B. Graff Co. 
Page 44. 
Item Pictured, Graftco “Crimpgraf” 


Iliustration, 


signals, 

Description. A new item in the 
Graffco line, Crimpgraf is a transparent 
signal, pocket visible type, available in 
\4- and -in. sizes in any of twelve 
colors, Packaged twenty to a card, 25 
cards to a box. 

Other Products. A line of signals in- 


3 POPULAR LABELING PRODUCTS 


- - - PERMA-STIK, the self-adhesive tube or strip-like label holder that is 
now open on three sides for greater utility. It will hold o card many 
times its own width. Very easy to use. 


FOR BINS AND SHELVES — Available in three sizes. 


PS-'’2 V2" x 6  30c per ft. 
PS-% 860%" x 6” 35¢ per ft. 
PS-1 1” x 6" 40 per ft. 


FOR RING BINDERS 


Smooth finished, durable metal tructi 
label clean. Neat uniform appeorance —lasts indefinitely. 


SO-1 for 1” Ring Books 
SO-1'4 for 1" Ring Books 
$O-2 for 2” Ring Books 


Haleid Lendl, 


protects ond keeps 


$0.25 each 
-30 each 
-35 each 


FOR POST BINDERS 


There is a Vinyl Plastic Label Holder for every type of open back binder. 
Will not worp or curl—mode to Slip-On any size post. 


PBM—1”" x 22” 
PBL—2” x 22” 


PBS—'2" x 21". 


9920 Freeland Ave. 


OFFICE PRODUCTS, INC. 


Detroit 27, Michigan 
West Coast Distributor: Arch K. Ansty, 171 - 2nd St., San Francisco 5 


. $0.20 each 
-25 each 
-30 each 
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Guide System’s No. G31 folder 


Quality 


Shaw-Walker’s “Super-Ideal” system 


cluding “Cellugraf” transparent signals 


tems, and other products. 


for visible records, “Nu-Vise” metal 
projecting signals for vertical records, 
“Nu-Viz” metal signals for visible sys- 


Guide System & Supply Co., Inc. 
Illustration. Left, second from top. 
ltem Pictured. No. G31 “Guide-O 

Folder.” 

Description, A hanging folder with 
adjustable metal tab. Metal hanger 
strips are anchored to folder; these re 
inforce folders to prevent sagging. 

Other Products. Systems of guides 
and folders, made of bristol, pressboard, 
and manila, and offered in a variety of 
sizes. Also a line of card and vertica! 
file guides with alphabetical subdivis 
ions or with breakdowns by months, 
weeks, days, or states; guides made ot 
bristol or pressboard, sel{-tabbed or with 
tabs of celluloid or metal, 

In addition, a line of file folders in 
manila, kraft, or pressboard, self-tabbed 
or with tabs of celluloid tip or metal 
tip, in wide variety of positions. Roll 
labels also offered in buff, blue, salmon, 
green, canary, pink, and white. 


Handi-Blott Co. 

Illustration, Page 40. 

Item Pictured. “Triclip” binder. 

Description. A binder of pressboard 
with a special clip mechanism designed 
to hold from one to 150 sheets of paper 
without punching. The mechanism is 
of a special steel, nickel-plated. 

Other Products. Lever arch tolders 
in letter and legal sizes, perforators, 
and other items. 


Le Febure Corp. 
Illustration. Page 40. 


Item Pictured. “Speedex” indexed 
sheets. 
Description. <A filing system for 


ledger sheets, rather than for corre 
In this system, the sheets 
themselves are cut and 
such a way that each sheet is sepa 


spondence, 


numbered in 


rately visible. 

Basically, a wide notch is cut at the 
top of each sheet, leaving two 
“shoulders,” one on either side of the 
notch. A shoulder resembles the tab 
on a standard file folder. 


number of the sheet is printed at the 


The index 


inner edge of one of the shoulders; 
since the sheet preceding it in the series 
has a slightly wider notch, this num 
ber is visible when the sheet is placed 
in proper order in the files. 
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Recordplate’s “Shorter” sorter 


A series of successive sheets can be 
cut to read consecutively from left to 
right or from right to left. Depending 
on the size of the sheet and of the die 
cut, as many as 32 positions are pos 
sible, Cuts are normally made to pro- 
vide positions either % in. or ¥) in, in 
width. 

These Speedex sheets can be used in 
connection with various types of file 
guides to provide complete indexing. 
The system also signals when a sheet 
is missing. This is accomplished by 
the “Spotlite” feature; when a sheet is 
missing, a dot on the sheet behind is 
visible, It is possible to determine di 
rectly not only the number of the miss 
ing sheet but the name of the account 
as well. 


Speedex is designed for numerical 
and alphabetical indexing, and also for 
special applications. It is considered 
best suited to applications in which the 
list of items is reasonably static. The 
manufacturer lists general ledger and 
stock records as particularly well suited. 

Record paper is of 36 substance 
weight and is designed to resist water, 
oil, and rubbing. The company says 
it can be with ink even 
when damp and that when soiled it can 
be sponged. 

Other Products. 
and other accessories. 


written on 


File guides, tabs, 
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Remington Rand’s “Variadex” system 
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Monarch Metal Products, Inc. 

In addition to its line of filing equip 
ment for tabulating cards (see “Tools 
of the Office,” October issue of Office 
Management), Monarch Metal Prod- 
ucts offers a line of filing accessories, 
including card tray trucks, control pan- 
el cabinets and accessories, mobile and 
stationary card racks, sorting racks and 
trucks, trays, adjustable racks, guides, 
binders, etc. 

These items are designed for use 
with cards used in IBM and Remington 
Rand punched card equipment. 


Quality Park Envelope Co. 

Illustration. Opposite page. 

Item Pictured. No. 5514C vertical 
hile pocket. 

Description, Leatheroid vertical file 
pocket with tan cloth lined gussets. 
Similar model, No. 1514C, has red rope 
gussets. Corners are reinforced. 

Available in letter and legal sizes. 
Can be had with 1% in., 34% in., or 
54 in. expansion. 


Recordplate Co. 
Illustration. Opposite, top right. 
Item Puwtured. No. 25-61 “Shorter” 

sorter, 

Description. A sorter with 25 di- 
visions, indexed to permit sorting in 
accordance with several different filing 
methods, such as alphabetically, by 
month, by day of the week, numerically 
up to 31, and numerically to 100 at in 
tervals of five. 

Minimum depth of throat, 91% in.; 
allows sorting of material up to 9 in. 
wide. Constructed of mahogany press- 
board, bound with two one-inch Chi 
cago screws. By use of longer screw 
posts, greater expansion is possible. 
Width, 2 in.; length, 174% in. 

Price. $5.45, 

Other Products. Three other styles 
tor special sorting needs. 


Remington Rand Ine. 
Illustration. Opposite, bottom right. 
Item Pictured, “Variadex” filing 

system. 

Description, An alphabetic filing 
system consisting of guides, miscellane 
ous folders, and standard individual 
tab position file folders with affixed 
gummed labels, Labels are colored to 
match corresponding guides and mis 
cellaneous folders in each section. 

System designed for indefinite ex- 
pansion, Alphabetic sets range from 
25 to more than 10,000 subdivisions. 
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Other Products. Other filing sys 
tems, one with all guides in first posi 
tion, miscellaneous folders in second 
position, and file folders in third (cen 
ter) position; guides are 25 pt. press- 
board, alphabetic folders have cellu- 
loid tabs. 

Also a line of file guides, including 
pressboard, manila, aluminum and 
granite fiberboards, with plain, metal, 
removable label celluloid, or inset-cel 
luloid tabs, straight or angled. 

Other products include file folders 
in all standard sizes, in various styles: 
signal systems including a tag folder 
printed for use with date scale and 
signal; tabbing for one-fifth and one 
third cut and other size tabs; labels; 
and file fasteners. 


Shaw-Walker Co. 

Illustration, Opposite, bottom left. 

Item Pictured. No. 088B “Super 
Ideal” filing system. 

Description. A filing system with 
seven basic parts indicated by numbers 


YOUR Lest 


FOR TOP QUALITY “age? FINAL LOW COST 


in the illustration. These are: (1) 
metal-tabbed alphabetic guides, (2) 
printed alphabetic folders, (3) individ 
ual folders, (4) special name guides, 
(5) date period folders, (6) gummed, 
striped folder labels, and (7) “out” 
guides. 

System designed to permit expansion 
to as many as 1,000 drawers. Folders 
are of GoldenKraft with double-thick 
handling edge. Alphabetic and name 
guides are of pressboard with metal 
tabs. Headings are plastic-faced for 
protection against soiling and mutila 
tion. 

Other Products. 
plastic-faced headings for use in five 


File guides with 


position and two-position sets; in addi 
tion to blank tabs, sets are available for 
alphabetic, daily, or monthly filing, or 
for subdivisions by state. Also a line ot 
file folders in various weights of Gol 
denKraft or manila; these are of legal, 
letter, or invoice size, and are offered 
with seven styles of tabs. In addition, 
a line of gummed labels and of file 
fasteners; fasteners include type for 
binding at corner, and also prong type 
for center binding. 


INSURANCE 


CARD INDEX AND FILING 


| «SUPPLIES 


SERVICE | 


—ROL-DEX — 


FILING EQUIPMENT BUREAU 
SOLE MANUFACTURERS OF 
THE FAMOUS F. E. BEE LINE 
FILING SYSTEM 


FILING EQUIPMENT 


t'wncormrPoORATED 


NEW YORK 


BOSTON 


CHICAGO 
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Victor Safe’s “Visible Name” system 


Yawman & Erbe’s “Direct Name” 
system 


The Smead Mfg. Co., Ine. 
Illustration. Left, third from top. 
Item Pictured. “Tell-1-Vision filing 

system. 

Description. A filing system de- 
signed for average filing requirements. 
Consists of a set of alphabetical pri- 
mary guides with blue and orange 
tabs in first two positions (one-fifth 
cut), a corresponding alphabetical set 
of green jute fiber miscellaneous fold- 
ers with tabs in center position, and 
individual name folders with two-fifths 
cut tabs at right. 

Primary guides and miscellaneous 
folders, in addition to alphabetical in 
dexing, have numerical indexing as an 
aid to filing. System designed to per 
mit expansion; provisions for subclassi 


fication include multi-colored folder 
labels. Available in letter and legal 
size. 

Other Products. Smead’s “Super 


System” is a filing system designed for 
unlimited expansion; it consists of pri- 
mary guides, miscellaneous folders, in 
dividual name folders, special name 
guides, common name guides, auxiliary 
guides, common name miscellaneous 
folders, and “out” guides, 

Other products include file guides in 
letter, legal, check, card, and other 
sizes, made of manila and bristol and 
with various tab styles; file folders of 
manila or kraft, with reinforced tabs, 
in letter and legal sizes; and folders of 
pressboard and 18-pt. Smeadfibre. 

In addition, “Cell-U-Weld Follow 
Up Folders,” which have a type of 
built-in “tickler file” system consisting 
of a signal that slides in a celluloid 
channel over a printed scale which 
shows months and dates. 

Also, a line of tabbing and labels 
for file folders, and prong-type fasteners 
of metal. 


Charles C, Smith, Inc. 
Illustration, Left, top. 
Item Pictured. Smith Projecting Sig- 

nals. 

Description. A line of projecting 
signals made with steel spring jaws of 
equal length, exactly opposite each 
By this 
means, signal grips card at bottom of 
signal and at top of card. 

Signals available in nine sizes and 
in twelve colors, Offered plain (enam- 
eled) or printed alphabetically from 
A to Z, numerically from 1 to 31 and 
from 1 to 100, and by months or days 
of the week. 

Signals shown in illustration are of 


other and pinching together. 
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Filmsort “Aperture Cards” 


4-in. and %-in. widths. 

Other Products. A \ine of non-proj- 
ecting signals or clips in 12 sizes and 
12 colors, printed and unprinted. Also 
a line of “Opnwindo” steel guide tabs 
in l-in. and 2-in. sizes, designed to take 
paper inserts, which are protected by 
acetate windows; tabs are movable. 


Speed Products Co., Ine. 


Item. “Koverlox” file fasteners. 

Description, A fastener that binds 
by means of compression. It consists 
of two parts: one, with two prongs, is 
inserted through the filing material 
from the back, and the other part fits 
over the prongs. One prong is inserted 
in a slot at the end of the fastener and 
the other is bent flat against the paper. 
The fastener, with the first prong in- 
serted in it, is then bent flat and hooked 


over the first prong. This fastener 


does not use a slide; it therefore lies 
flatter than slide types. It is available 
with various center-to-center measure- 
ments and with prong capacities of 1 
to 2 in. 


Graff's “Crimpgraf” signals 
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Tools of the Office 


Price. $1.75 per hundred to $5.50 
for 50 complete sets. 

Other Products, “Speedway” fasten- 
ers, of the slide type. Also other filing 
supplies, including pressboard covers, 
pressboard folders, index tabs, etc. 


Superior Printing & 
Loose Leaf Co. 

Illustration. Page 42. 

Item Pictured. “Tabbies.” 

Description. An indexing system tor 
ledgers, manuals, directories, etc., 
whether bound or loose leaf. Tabbies 
are transparent index tabs which are 
self-adhesive and require no moisten 
ing. Can be used directly on pages 
without requiring use of dividers. 

Indexing information is printed on 
the tabs; sets are available with alpha 
betical, numerical, monthly, and other 
breakdowns. 

Tabs designed to add strength to 
pages around the tab area, yet to add 
no bulk to the indexed volume. Tab 
bies are sold on letter-size sheets, and 
are available in 14 different colors in 


dull or glossy finishes, Special sets can 
be made to order. 


The Victor Safe & 
Equipment Co., Ine. 

Illustration, Opposite page. 

Item Pictured. “Victor Visible Name 
Filing Systm.” 

Description. A filing system which 
can be greatly expanded or contracted 
as needed; it is designed to be adaptable 
to filing installations of from one to 
several hundred drawers. Makes use 
of primary alphabetical guides, miscel 
laneous folders, individual folders, and 
“out” and special guides. Color is used 
as an additional aid to filing. 

Other Products. The “Adjust-O 
Flex” expanding card index, a card 
filing system which can be expanded or 
contracted as required; system uses cel 
luloid angle, straight metal, angle metal 
or tube tabs as desired; also makes 
use of color. 

The company also manutactures sus 
pended file folders in letter and legal 
sizes and in third and fifth cuts, to 
gether with adjustable frames. Other 
products include tabbing and labels for 
file folders, and “Mak-Ur-Own” index 


Labeling’s A Pleasure With The NEW 


tabs, which can be used with card rec- 
ords, address books, etc. 


Wilson Jones Co. 

Item, Index file guides. 

Description. File guides made of 25 
pt. grey pressboard. Offered in two 
(1) for tabulating key punched 
cards; these have metal or pressboard 
tabs, either third or fifth cut, 25 divis- 
ion; (2) for filing cabinets; these are 
available in letter or legal size, equip- 
ped with black metal, celluloid, or 
pressboard tabs, divided monthly, daily, 
or alphabetically; manila guides with 
printed tabs also available. 


Sizes: 


Prices. Of tabulating key punched 
card guides, $1.05 for set with press- 
board tabs, $3.20 for set with metal 
tabs. Of larger sizes, from $1.15 to 
$8.80 per set, depending on size and 
features. 

Other Products, A \ine of file fold- 
ers, gummed labels for file folders, 
prong fasteners, etc. In addition, The 
Cooke & Cobb Co., a division of Wilson 
jones, offers a line of filing supplies. A 
description of one of that division's 
“Favorite” expanding files will be 
found on page 39. 


HOL-DEX 


Write for free sample. 


%& Sticks anywhere with a feather touch. 

%& Labels wood, metal, leather, fiber, glass, cloth, 
plastic, stone. 

% Identifies: Shelves, boxes, bins, books, binders, 
maps, cabinets, plans, albums, drawers. 

%& Plastic window holds insertable label (inch, 
¥%," or Yo" face) 

%& Six inches long. Makes 3 usual length label 
holders. Choice of 8 transparent colors. 

%& Backed with fast-sticking latex adhesive. 


CEL-U-DEX | Main Street, Brooklyn, N. Y. 


AT ALL 
STATIONERS 


Write for 
free sample. 


“gue UNITED wor 
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S meats. wLvwien 


Filing System...is tailor made for 
any Business whether it be 


INDiVip oo 
U 
NAME FOLD te 


A-z Adding machine figures 


must be verified by original 
instruments from the files. 


We say our system reduces filing time. Ask your sta- 
tioner for a demonstration or write us for free sample 
guides and full information. 

DEPT. OM 


Smeact mec. co. ic., HASTINGS, MINN. 
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Yawman & Erbe Mfg. Co. 

Illustration. Page 44. 

Item Pictured. “Direct Name Alpha- 
betical Filing System.” 

Description. A filing system avail- 
able in letter, legal, and invoice sizes 
and designed to be adaptable to filing 
installations of all sizes. The alpha- 
betical guides are available in from 25 
to 10,000 subdivisions of the alphabet. 
Guides are of pressboard, with metal 
label holders. 

Folders are of manila or kraft stock 
with either single or reinforced tops. 

System designed to permit expansion 
without discarding any portion of origi- 
nal installation, 

Alphabetical tabs are numbered, as 
additional aid in filing. In addition to 
alphabetical method, “Direct Name” 
systems are available for geographic, 
numerical, or subject filing. 

Other Products, Other filing sys- 
tems, including an “Executive Personal 
Filing System” and an “Executive Data 
Control System.” 

Also a line of file guides for vertical 
filing, available in manila or press- 
board; tabs are plain or of celluloid, flat 
metal, or angular metal. Guides for 
card filing are available in various 
weights of bristol, with several vari- 
eties of tabs. 

File folders of manila, kraft, press 
board, and other materials are offered 
in letter, legal, and invoice sizes; any 
of these can be equipped with binder 
fasteners, 

Other products include signal sys- 
tems, tabbing for file folders, labels for 
file folders, file fasteners, sorters, ete. 


Manufacturers’ List 


Acco Products, Inc. 
Riverside Drive, Ogdensburg, N. Y. 


Advanco Products, 
Div., Advance Salesbook Co., 
148 W. 24th St., New York 11. 
Aigner Co, G. J. 
426 S. Clinton St., Chicago 7. 
Allied Loose Leaf Corp., The 
Merrick, L, I., N. Y. 
Amberg File & Index Co. 
1627 Duane Blvd., Kankakee, III. 
American Fiber-Velope Mfg. Co. 
229.233 N. 63rd St., Philadelphia 39. 
Arrow Paper Products Co, 
502-504 W. 30th St., New York 
Art Metal Construction Co, 
(For filing systems and supplies see: 
Wabash Filing Supplies, Inc.) 


Tools of the Office 


Ashley, Harry K. 


2305 Cherry St., San Leandro, Calif. 


Associated Traders Inc. 
8th Ave. & Bryan St., Denver. 


Barkley & Co., C, L. 

1220 W. Van Buren St., Chicago 7. 
Boorum & Pease Co. 

84 Hudson St., Brooklyn 1, N. Y. 
Burkhardt Co., The 

Larned at Second Blvd., Detroit 26. 


Cel-U-Dex Corp. 

1 Main St., Brooklyn 1, N. Y. 
Cook Co., The H. C. 

18 Beaver St., Ansonia, Conn. 
Cooke & Cobb Co., The 

Div. of Wilson Jones Co. 

122 E. 23rd St., New York 10. 
Cooks’ Inc. 

780 Wright Ave., Camden 1, N. J. 


Daco Card & Index Co. 
301 Congress St., Boston 10. 
Dennison Mfg. Co. 


300 Howard St., Framingham, Mass. 


Dunleavy Co., The 


87 Rumford Ave., Waltham 54, Mass, 


Elbe File & Binder Co., Inc. 

649 Alden St., Fall River, Mass. 
Ellingsworth Mfg. Co. 

200 S. Peoria St., Chicago 7. 
innis Tag & Salesbook Co. 

214 W. Knox St., Ennis, Texas. 
Ever Ready Label Corp. 

357 Cortland St., Belleville 9, N. J. 
Export Specialties Co, 

Box 401, Port Richmond, N. Y. 


Filing Equipment Bureau, Inc. 

27 Melcher St., Boston 10. 
Filmsort, Inc. 

50. S. Pearl St., Pearl River, N. Y. 


Gabe Mig. Corp. 
320 Broadway, New York 7. 
Globe-Wernicke Co., The 
5025 Carthage Ave., 
Norwood, Cincinnati 12. 
Graft Co., George B. 
54 Washburn Ave., 
Cambridge 40, Mass. 
Green, Inc., T. 

11 W. 30th St., New York 1. 
Guide System & Supply Co., Inc. 
335 Canal St., New York 13. 

Gussco Sales, Inc. 
337 Winston St., Los Angeles 13. 


OFFICE MANAGEMENT 


Hall & McChesney, Inc. 

1233 Oswego Blvd., Syracuse 2, N. Y. 
Handi-Blott Co. 

40 E. 20th St., New York 3. 
Heineman Office Equipment Co, 

4 N. 8th St., St. Louis 1. 
Hirsh, S. A. Mfg. Co. 

8051 Central Park Ave., Skokie, Ill. 


I.D.L. Mfg. & Sales Corp. 

132-138 Lafayette St., New York 13. 
Imperial Methods Co, 

750 S, Circle Ave., Forest Park, Ill. 


Jaybee Tray Co., Inc. 

381 Fourth Ave., New York 16. 
Jayem Mfg. Co. 

31 Coffey St., Brooklyn 31, N. Y. 


Kay-Dee Co., The 

719 P St., Lincoln 1, Nebr. 
Keystone Steel Equipment Co. 

1914 S. Water St., Philadelphia. 
Koller & Smith Co., Inc. 

41 Chambers St., New York 7. 


Le Febure Corp. 
716 Oakland Rd., N.E., 
Cedar Rapids, Iowa. 


Magic Circle Mfg. Co. 

322 N. Rosedale, Tulsa, Okla. 
Master Products Mfg. Co. 

3480 E. 14th St., Los Angeles 23. 
McMillan Book Co, 

701 E. Genesee St., Syracuse 1, N. Y. 
Monarch Metal Products, Inc. 


724 S. Columbus Ave., 
Mt. Vernon, N. Y. 


National Fiberstok Envelope Co. 
Allegheny Ave., at 2nd St., 
Philadelphia 33. 

Nebraska Salesbook Co. 
21st St. at Y, Lincoln 1, Nebr. 

New Era Loose Leaf Co., Inc. 

520-24 W. Broadway, New York 12. 

Northern States Envelope Co. 

300 E. 4th St., St. Paul 1, Minn. 


Oxford Filing Supply Co., Inc. 
Clinton Rd., Garden City, N. Y. 


Penny Label Co. 


9 Murray St., New York 7. 
Prudential Paper Products Co., Inc. 
218 William St., New York. 
Prudon Specialty Mfg. Co., The 
456 Blvd., Hasbrouck Heights, N. J. 


Quality Park Envelope Co. 
450 N. Syndicate St., St. Paul 4, Minn. 
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Tools of the Office 
Manufacturers’ List 


(Continued ) 


Realty Supply 

5901 Southwest Ave., St. Louis 9. 
Recordplate Co. 

16 E. Holly St., Pasadena 1, Calif. 
Remington Rand Inc. 

315 Fourth Ave., New York 10, 
Reyburn Mfg. Co., Inc., The 

16th St. & Indiana Ave., 

Philadelphia 32. 
Rockwell-Barnes Co. 

35 E. Wacker Dr., Chicago 1. 
Ross-Gould Co, 

309 N. 10th St., St. Louis 1. 
Royal Index Tab Co. 

62 Cooper Sq., New York 3. 


Shaw-Walker Co. 


1950 Townsend St., Muskegon, Mich, 


Sheppard Co., The C, E. 

44-01 21st St., 

Long Island City 1, N. Y. 
Smead Mfg. Co., Inc., The 

309 Second St., Hastings, Minn. 
Smith, Inc., Charles C. 

Box 385, Exeter, Nebr, 
Southern Folder & Index Co., Inc. 

310 E. Cedar St., Eldorado, Ark. 


Speed Products Co., Inc. 
32-01 Queens Blvd., 
Long Island City 1, N. Y. 
Superior Printing & Loose Leat Co, 
900 N. Franklin St., Chicago 10, 


Tab-Tex Corp. 


3913 Second Ave., Brooklyn 32, N. Y. 


Universal Pad & Tablet Co. 
15 Park Row, New York. 


Vevier Loose Leaf Co., Inc. 

2533 Sullivan Ave., St. Louis 7. 
Victor Safe & Equipment Co., Inc., The 

315 Fourth Ave., New York 10, 
VisiRecord, Inc. 

Copiague, Long Island City, N. Y. 
Vue-Fax Corp. 

655 Main St., Westbury, L. I., N. Y. 


Wabash Filing Supplies, Inc. 

309 S. Wabash St., Wabash, Ind. 
Wansco Paper Products Co., Inc. 

409 Pearl St., New York. 
Warshaw Mfg. Co., Inc., The 

1 Main St., Brooklyn 1, N. Y. 
Watson Mig. Co, 

Jamestown, N. Y. 
Weis Mfg. Co., The 

514 Union St., Monroe, Mich, 


Wheeldex & Simpla Products, Inc. 

40 Bank St., White Plains, N. Y. 
Wilson Jones Co. 

209 S. Jefferson St., Chicago 6. 
Yawman & Erbe Mfg. Co. 

1045 Jay St., Rochester 3, N. Y. 


Zephyr American Corp. 
95 Morton St., New York. 


The average annual cost of operat- 
ing a typical office, according to the 
Wood Office Furniture Institute, 730 
Eleventh St., N.W., Washington, is es 
timated at about $30 per square foot, 
based on 100 square feet per employee. 
The Institute emphasized the need for 
efficient space utilization and careful 
planning. 

The Institute also noted that the 
trend is definitely toward lighter fin- 
ishes in office equipment, although the 
deeper and traditional finish tones still 
constitute the largest volume of pro- 
duction. 

Commenting on decoration trends, 
the Institute added that, regardless of 
wall tones used, white or off-white ceil- 
ings are recommended for best light 
reflection in work spaces. 


The W. H. Gunlocke Chair Company is proud to 
report that its chairs were used in the appointment of 3 out 
of six of the Offices of the Year. 

These offices are located in: 
1. The General Foods Corporation, White Plains, N. Y. 


9 


2. Utica Mutual Insurance Company, Utica, N. Y. 


3. Thomas ard Betts Company, Elizabeth, N. J. 


It is a distinct honor for our company. But most impor- 
tant, it represents the highest recognition possible for its 


family of fine office chairs. 


env 


Am Pe 
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-H.GUNLOCKE CHAIR COMPANY 


WAYLAND, NEW YORK 
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Get brighter, cleaner copies with 
Hammermill Duplicating Papers 


for mimeographing 


and spirit duplicating 


Need 25 copies? Or 5000? Want the prestige of 
a paper bearing the Hammermill watermark? 
Or is low cost vital? Whatever the job, what- 
ever your equipment, there’s a Hammermill 
duplicating paper to meet your requirements. 
Let this chart be your guide to faster produc- 
tion of cleaner, brighter copies. 


t 


ain 


250 
Mlickly ... white or col- 
Ts... to win favorable 
tention. 


et. *.on white or 
bolored peper. ’ . top 
Quality. 


»! 


or more> copies, 


to 250 copies... 


USE THIS HAMMERMILL 
DUPLICATING PAPER 


HAMMERMILL 
MiMEO-BOND 


HAMMERMILL 
DUPLICATOR 


WITH THESE IMPORTANT 
ADVANTAGES 


7 


“Air-cushion” surface pro- | 


Png 


Sale 


up to 5000 bright copies ._ 


a pleasing biuewhite and 
seven colors. Takes pen 
signatures beautifully. 
Watermarked. 


Brilliant copies on either — 
spirit or gelatin type may 
chines. Availabie in bright __ 
blue-white and six popular — 
colors. Bears Hammermill —— 
watermark. - 


6 7 


vides faster production of — | 


from one stencii.Comesin | 


1, 


* 
x 


i: p to 250 copies ... on 
hite . . . at low cost. 


t. 


WHIPPaT 
DUPLICATOR 


Good operating perform: 


Over 250 copies on wHireer ance on stencil duplicator, — 
White or colors... MIMEOGRAPH Biue-white and six colors. — 
A60ks and economy im- Ceram qaaity. is 


a3 


“Performs wel! on both spir- 
it and gelatin duplicators. | 
Clean blue-white. x 


Printed headings 
make any repro- 
duction job more 
effective. Ask 
your printer to 
show you how 
reports, price lists, sales letters, 
charts, bulletins, all become 
mose arresting, and easier to 
prepare, with a well-designed, 
printed masthead. 


wh 


MMERA¢, 


Duplicating 
Papers 


HAMMERMILL PAPER COMPANY, ERIE, Pa. 


PRODUCTS ADVERTISED ABOVE ARE IN USE IN ONE OR MORE OF THE 
1954 “OFFICE OF THE YEAR” AWARD WINNING OFFICES 
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IBM unveils calculator 
(Continued from page 8) 


designed to give reliable performance 
where counting speeds must be faster 
than those possible with electro-me- 
chanical devices, yet where the expense 
of vacuum tube counters is not war- 


ranted. 


At the dedication ceremonies, Dr. 
James Rhyne Killian, Jr., president of 
the Massachusetts Institute of Tech- 
nology, delivered the principal address, 


and the cornerstone was placed 


by 


Thomas J. Watson, IBM board chair- 


man. 


W. A. Alexander announces 


new salary program 


Profit sharing and increased group 
insurance coverage are among the fea- 
turcs of the new salary administration 
program recently established for em- 
ployees of W. A. Alexander & Co., 


Wade Fetzer, Jr., president of 


| general insurance agency, of Chicago. 


the 


company, pointed out that the organi- 
zation has had a pension program in 
effect since 1947 but that inflation had 


upset earlier calculations of 


what 


would constitute adequate income in 
later life. To offset this discrepancy, 
the company has now added a profit 
sharing plan, based on the profit shar- 


ing trust principle. 


In addition, group life insurance is 


| being increased with the aim of pro- 
| viding a full year’s salary for all em- 
| ployees, including those in upper sal- 


ary brackets, in event of death. Hos- 
pitalization has been liberalized, rais- 
ing the maximum limits for daily 


benefits and additional costs. 


salaried employees particularly 


Lower 


are 


aided by the revised schedules. Polio 
insurance has also been added to the 


group insurance plan. 


Automation show planned 


One more sign of the trend toward 
mechanization and automatic control 


in the business world is the recent 


an- 


nouncement of an Automatic Control 
Equipment Exposition, which will be 
held in the Waldorf-Astoria Hotel, 
New York, November 21 and 22. This 


event is described as “a non-profit 


ex- 


position designed to increase manage- 
ment understanding of the use of auto- 


matic control equipment.” 
The exposition is managed 


by 


Strauss Spigler Kline Corp., and infor- 
mation can be obtained from the Auto- 
matic Control Equipment Exposition, 
1809-10 Finance Bidg., Philadelphia 2. 


November, 1954 
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THE REVOLUTIONARY NEW DRAWER ACTION by STEEL AGE 


+7 


I’ you're interested in a quiet office . . . a more efficient office . . . 

here's important news for you! Storage drawers of popular Steel Age 

*3000 Line” desks are now equipped with revolutionary new nylon rollers and 
Buna “'N”’ silencer rings which actually cut desk drawer noise up to 72%, as 
proved in actual audio measurement tests. The drawer operation is 

so smooth and quiet, you won't believe your ears! 

Perhaps even more amazing is the durability of these new, self-lubricating 
rollers. After a quarter-of-a-million opening and closing operations —the 
equivalent of 50 years of normal service—Steel Age nylon and Buna “'N” 
rollers showed no signs of wear. 

This important development in noise suppression is but 
one of many Steel Age contributions to better office 
management. If you're interested in enhancing the appear- 
ance of your office and reducing your long-term investment 
through the use of quality-crafted, more serviceable office 
furniture, call your Steel Age dealer soon. His experienced 
counseling in office planning is yours without obligation. 
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CORRY-JAMESTOWN MFG. CORP., CORRY, PA. 


Branch Offices: 
Boston + New York + Philadelphia + Atlanta + Detroit « Chicago + Dallas + Oakland 
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The pen that fills itself 


The perfect gift for the desk writer 


Fountain-base ‘automatically fills pen 
every time pen is returned to socket. Pen 
writes a full page or more at each filling. 


Point 
instantly inter- 
changeable and 
renewable. More 


Fountain-base 
holds 40 times more 
ink than ordinary 
fountain pen. Won't 
leak. Won't flood. 
Easy to clean as 
a saucer. 


og CHOOSE the right point for the way 
aa | you write... by number 
\ .e 2442 _ Stull 2550 pom Ag 
Darre- 9668 Bava. celoiwic 
a Ts 3 
2668 hnatel sting 2284 Pig achire Stak 9314M Median stud 
Only a few of the most popular point styles shown 


Osterbook 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY corynicnr 1954, 
The Esterbrook Pen Company of Canada, Ltd., THE oe 
92 Fleet Street, East; Toronto, Ontario PEN COM 


TO SELECT OR REPLACE 
HERE'S ALL YOUDO =. 950 e.. iw Cn 


MADE IN USA, 
CANADA AND 
ENGLAND 
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OFFICE MANAGEMENT 


Stationery costs can be cut 
by planning—OEA speaker 


The cost of stationery 
and office supplies can be considerably 
reduced if the office manager, the pur- 
chasing agent, and the distributor get 
together and work out a purchasing 
procedure based on a regular schedule 
of supplying company needs rather 
than on a basis of ordering supplies as 
they are required. This was the sub- 
stance of a speech by Woodrow Spear, 
of the Industrial Office Supply Co., 
Newark, N. J., before a gathering of 
more than 150 members and guests of 
the Office Executives Association of 
New York at a luncheon meeting at 
the Masonic Club on October 6. 

The speaker reterred to an estimate 
of the National Office Management 
Association that business forms costing 
one dollar will create a clerical expense 
of from eight to ten dollars, and added 
that the average stationery order of 
ten dollars may itseif cost three dollars. 
Mr. Spear commented that the greatest 
savings in purchasing office supplies 
can be had in reducing the clerical 
work involved rather than in shopping 
for dealers with cut rate prices. He 
said that it was pointless to spend sev- 
eral dollars in clerical work to save a 
few cents in the cost of a one dollar 
item, 

Purchasing by requisition, declared 
Mr. Spear, is costly. It creates a great 
deal of unnecessary paper work, not 
only for the consumer, but for the 
dealer as well. If this clerical work 
can be reduced, he said, the customer’s 
expenses be cut, and the 
dealer's prices themselves can be low- 
ered. It is thus beneficial to both the 
consumer and the dealer to reduce the 
clerical effort. 


purchasing 


own cai 


Mr. Spear described a solution to the 
problem. His own company, he point- 
ed out, has recently introduced a meth- 
od of planned buying. 
begins with a consultation phase be 
tween dealer 


This method 


and consumer in which 
all stationery items purcacsed during 
the preceding year are analyzed. Pur- 
chases of each item 
into each two-month 
period of the year. The company and 
supplier thus have a reasonable basis 
on which to forecast requirements for 
the coming year. The 
breakdown is considered adequate for 
determining not only total use, but for 
measuring seasonal and recurring uses 
as well, 


are broken down 


quantities for 


two-month 


(To page 52) 
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ERBP’S another firm that discov- 
ered how to avoid renting more 
space when their offices became over- 
crowded. Instead, the Comptroller 
of this Birmingham company em- 
ployed a less costly way—used Shaw- 
Walker “‘time-engineering’’—got 25% 
more desks in less space and increas- 
ed per capita production. 

It’s for offices just such as these, 
where space is at a premium, that 
Shaw- Walker especially designed the 
“‘time-engineered”’ Space-Saver Or- 
ganized Desks. These revolutionary 
desks eliminate crowding and actu- 
ally help each worker get more done. 

All drawer space—every element 
—is organized to pre-position work 
and working tools, to save wasted 
motions, wasted time. 

And this is just one of the ways 


“Built Like a 
h Skyscraper” 


Shaw-Walker has been helping chines—each ‘time-engineered” for 
American business since 1899. Shaw- the needs of every job and worker. 
Walker now makes 4000 products to So if you are setting up a new 
help step up office output —chairs, office, or merely modernizing, make 
desks, Fire-Files, filing cabinets, sure you use Shaw- Walker through- 
loose -leaf and payroll equipment — out. It will help you stretch time—the 
everything for the office except ma- most critical factor in business today. 


“Time-Engineered” 18 Rimless roll-edge top the 
ways to save time and 


: most comfortable working 
space in every office job. » top ever invented. 
76 models. LA . 


Records drawer organ ‘ > ' »~ Nine-compartment spa 
izes any reference lists 7 tC ——_, cious center drawer pro 
for speed. “ ; F 7" vides specific place for all 

am - working tools from paper 


Built-in organizer rack clips to binders 


pre-positions working 


papers, forms, pads. ~ Four “in-drawer” letter 


: — baskets organize papers 
Waste basket in drawer Keep desk top clear. 
saves time, floor space. 


New low comfortable height (29”) speeds File drawer with built-in tilting dividers that prevent 
reading, writing, veaching. folder slumping, organizes work for easy reference 


FREE The booklet, ‘Time and Office Work,”’ is packed with ideas for stretching 
Write for office time. A wealth of information on “time-engineered ‘office systema 


and equipment. 36 pages! Many color illustrations! Write today, on 
BOOKLET business letterhead to: Shaw-Walker, Muskegon 4, Michigan. 


Largest Exclusive Makers of Office Furniture 


= and Filing Equipment in the World 
- Executive Offices at Muskegon, Michigan 
li % 


Branches and Dealers in All Prineipal Cities 


Products or Services Advertised Above Are in Use in One or More of the 1954 “Office of the Year’’ Award Winning Offices 
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INTRODUCES... 


cA New Way of L 


IN THE OFFICE 


Privacy is the key to “a new way of life in the 
office”! The dignity of individuals is maintained by 
privacy, Their value on the job is enhanced 

by privacy .. . and this new and better way of 
life in the office can be achieved easily and 
economically with Arnot-Jamestown modular 


PARTITION-ettes* and OFFICE-ettest 


Separate, private work areas can be created 
with free-standing PARTITION-ettes just as 
easily as one moves desks, tables and chairs. 

No special labor, no floor drilling, anchoring to 
walls or ceilings are required. Arnot desks 

and work tables can be arranged to fit any space 
or personnel requirement, 


Private OFFICE-ettes for executives, supervisory 
employees, secretaries; conference rooms, file 
rooms and reception areas can be set up in 
minutes, With the Arnot system, the luxury of 
privacy, flexibility, comfort and convenience are 
gained throughout .. . adding up to“ a new 

way of life in the office”! 


Ask for a demonstration of the Arnot system at your 
office furniture dealer or write for information. 


)] f ARNOT - JAMESTOWN DIVISION 
0 AETNA poh PRODUCTS CORPORATION 
*1.M. Reg, Pot Pendinc mestown, New York 


ft Licensed under DuPont "borent j 


PRODUCERS OF The new Arnot 
Parton ettes Arnot Functional Othe 
furniture Hosptial and Laboratory 
Equipment Under Counter Bane 
fqupment Aetna Stee! Doors ond 
frames Katy Beavngs Boyle Metal 
Otte Partitions ( hetnamall 


Stationery costs can be cut 
(Continued from page 50) 


Having arrived at figures as to the 
estimated requirements for each item, 
an inventory of supplies on hand is 
taken. It is then a simp'e matter to 
determine what quantities must be or- 
dered for the next two-month period. 
Thus a single purchase is made, elimi 
nating all the clerical work that would 
otherwise be necessary in making a 
series of small routine purchases. 

Mr. Spear conceded that this princi- 
ple itself was not new, but he suggested 
that in many businesses, particularly 
those with fewer than 500 employees, 
management had either not recognized 
the value of applying the principle to 
office purchases or had been unable to 


| give the time to a proper analysis. The 


new element in this program, he 


| claimed, was that the necessary con- 


sulting services were now being sup- 
plied, and without charge, by the 
dealer. 

The speaker was introduced follow- 


_ing preliminary 1:emarks by William 


Lindenberger, of the National Blank 
Book Co., which had worked with the 


| Industrial Office Supply Co. in de- 
veloping the plan. 


Burroughs Corp. gives funds 


to museum for art films 
A unique plan tor the production of 


_ educational art films has been put into 
effect following a grant of $6,000 by 


the Burroughs Corp., of Detroit, to 
The Detroit Institute of Arts, 5200 
Woodward Ave. 

The grant has made it possible for 


_ the Institute to become the first muse- 


um in the country to produce its own 


| motion pictures of art masterpieces 
from its collections. Photographic 
| equipment and initial operating cap- 
ital are provided through the Bur- 


roughs gift, and the films will be com- 
mercially distributed for general edu- 
cational purposes. The project will be 
known as the Detroit Institute of Arts 
Film Productions. 

William A. Durbin, chairman of 


Burroughs’ Committee on Contribu 
tions, said, “In our judginent, the De- 


troit Institute of Arts’ motion picture 
project is an example of truly worth 
while public service. 

“Burroughs is happy to have the 


| opportunity to asvsist the Institute in 
| this way, and we hope that through 
| the medium of the motion pictures ‘to 
| be produced, more people, both young 


(To page 56) 
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IT’S LIKE MAGIC... 
When you dictate with the new EXECUTIVE 
SCRIBE. 


The EXECUTIVE SCRIBE is the dictation system 
of the future... years ahead of competition. 


The executive desk sets shown here are the 
only pieces of equipment that you will ever 
need in your office. In addition to the above 
alternatives, there is an executive desk sta- 
tion available which eliminates the necessity 
of holding anything in your hand. You can 
work with both hands while you dictate. 


The EXECUTIVE SCRIBE is a flexible, econom- 


SALES AND SERVICE FROM COAST TO COAST 


ical multi-station dictation system that is so 
simple to use . . . IT’S LIKE MAGIC, All func- 
tions of the recording unit are remote con- 
trolled with fingertip ease. 

By far the most advanced dictation system 
ever devised. 

The EXECUTIVE SCRIBE has a range of acces- 
sories designed to satisfy the most discrimi- 
nating executive. Whether you choose the 
unit with the miracle mike, the telephone 
hand set, or the executive station, we know 
that you will agree that Scribe is years ahead. 
Try a Scribe without obligation. 


S ibe 
CT CORPORATION, 5022 WEST MADISON, CHICAGO 44, ILL. 
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WITH THE NEW DIEBOLD 


SUPER ELEVATOR FILE ror MASS-RECORDS 


The new Diebold Super Elevator File breaks the record barrier 
with the same ease that jet planes now break the sonic barrier. 
Unproductive effort is the barrier that slows operations and 
increases costs of handling records in large volume. Eliminating 
wasted effort is the Super Elevator File’s specialty. It does the 
heavy work electrically . . . freeing operators for referring and 
posting. Operators remain seated . . . the file’s electric brain 
brings any record to their fingertips . . . within 3 seconds. . . at 
the touch of a button! Short removable trays speed operations, 
permit instant division of work. The file houses greatest con- 
centrations of records in smallest space . . . up to 300,000 in 
17 square feet. 


Let us show you how the Diebold Super Elevator File will im- 
prove mass-record handling and reduce overall costs. Ask to 
see case histories that show savings of one-third in time and a The Best Offices of the Year 
space... savings that make it profitable to replace conventional on use Diebold equipment for 

drawer files with electrically operated Super Elevator Files. : ... handling . . . retaining and 


6012-DI 


wa, TRANGFER FIL E€6 - SAFER - CHESTS 
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Diebold, Inc. 
980 ©Mulberry Rd., S.£., Canton 2, Ohio 


Please send full information about new Super Elevator File for 
our records. 


Firm 
Individual 
Street 
City 
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Coming Events 


American Management Association 
November 3-5 
Finance Conference 


Hote] Roosevelt, New York 


Industrial Management Society 


November 10-12 Ss NO RECORDS FOR TAX 
Eighteenth National Time & Motion | bad memo ry é * 
KS : a 


| AA 
PURPOSES 


7 Where are those ~*~ 


Study & Management Clinic { samples you promised } 


. ‘ Hotel Sherman, Chicago / 
° get you 
‘ American Management Association | 


November 10-12 
Insurance Conference 


| 7 + 
Palmer House, Chicago in al ams 
* 
University of Wisconsin pa 7 k th 
Wisconsin Manufacturers Association 1 e = S e 


November 16 
February 15 


/ “You told me ~~-~— -- 
), to be here at 2 ; 
~~ 2oclock _ 


March 15 anieeeeee 
April 19 74) 
May 17 


Conference for Office Managers 
Wisconsin Tower Bldg., Milwuakee 


American Management Association 
November 18-19 
Special Conference on Supervision 
Hotel Biltmore, New York 


for a Memory like 4” Elephane 
Automatic Control Equipment DEFIANCE and STANDARD 


Exposition 


sais EMORY HELPS 
Waldorf-Astoria Hotel, New York 


e The busier you are with things-to- them both today . . . so you won't in | 

. A | be-done, appointments, personal forget tomorrow! , ‘7 
lational Associati Cc | and family promises, the more / Re 

eens ee —_ | you'll appreciate a DEFIANCE at 


| Desk Calendar... to do your re- 
| membering for you . . . to prevent 


’ April 12-15 


Eighth Annual Southern California your forgetting a single commit- 
Business Show ment of the day. And the more 

Biltmore Hotel, Los Angeles you'll be glad to have a STAND- 

| ARD Daily Reminder to help you 


e | plan ahead, to remember coming 

events, and to help you recall a 
National Office Management Assn. dates and details of the past. Get es 
May 22-26 | 4 ay 
Thirty-Sixth International Conference DEFIANCE and STANDARD Pe 
and Annual Office Machinery and 1955 MEMORY HELPS now ie 
Equipment Exposition | at your Stationer and Office * 

Royal York Hotel and Mutual Arena, | yg Peay — 

Toronto | 


Dated Diaries + Daily Reminders * iepchtenat Sa + Gu Gentes + Memo Packs 
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tation of the collections for those who 


Burroughs gives funds | ¢ or 
can visit the galleries in person as well 


Cc 7 5 . % 
(Continued from page 52) as for those who cannot <o so. 


and old, will improve their understand- 
ing of the fine arts and gain a fuller 
appreciation of one of the country’s 
great museums,” 

In response, Edgar P. Richardson, 
director of the Institute, said, “The 
‘farsighted generosity of Burroughs 
Corp. enables us to expand our educa- 
tional program in a direction which 
we are convinced is of tremendous im- 
portance, 


The Institute has been conducting 
experimental work in filming its art 
treasures during the past two years, 
using rented and borrowed equipment. 
Three pictures produced during this 
period are being released this fall 
under Burroughs sponsorstip. 

Mr. Richardson said that under the 
new program the Institute would 
shortly begin production on either a 
film concerning the museum's collec 

“These films will make the master- 
pieces in our museum available to all 
and will greatly assist in the interpre 


tion of German impressionist works or 
on several scheduled pictures on_ its 
American collection. 


Bonds and Onionskins with 
from 25% to 100% | 
rag content 


NEENAH BOXED — 


[No Sate ] 


DONT BUY NEENAH © 


’ TYPEWRITER PAPERS FROM YOUR STATIONER unless 


you feel that what you write is important! We don't recommend 
Neenah's fine rag papers for note pads, memos or other temporary uses. 


But when you want the very best paper for reports, letters, surveys, 
second sheets and other important uses, ask your stationer for 


Neenah Boxed Typewriter Papers. 


’ Their long cotton fibers take repeated erasures without surface mar. 


They take repeated handling without dog-earring or breaking down. 


But most of all, Neenah Papers add prestige wherever they are used: 


And remember, the stationer who carries Neenah Boxed Typewriter 


Papers is also a good store for other quality office supplies. 


| 
| 
| 


NEENAH PAPER COMPANY 


Neenah, Wisconsin 
LWREAWRITER PREERS 


OFFICE MANAGEMENT 


Business show finds visitors 
“choosy” but enthusiastic 


The Golden Jubilee National Busi 
ness Show, held in New York during 
the week of Sept. 27th, attracted more 
than 88,000 eager visitors, according to 
the Office Executives Association of 
New York, which sponsored the show. 
Of these, 37 per cent 
partners, corporate officers, or general 
managers of businesses, according to 
an attendance survey. 


were owners, 


Show officials expressed the opinion 
that the show revealed a strong growth 
of interest on the part of relatively 
small businesses in new equipment 
The survey showed 
that 40 per cent of the visitors repre- 
sented companies with 50 or fewer 
employees. Fifteen per cent of the 
total was made up of lawyers, engi- 
neers, accountants, other professional 
people, and other men of comparable 
positions. 


and procedures. 


Another trend this year, said spokes 
men for the show, seemed to be the 
growth of a more discerning attitude 
toward equipment on the part of 
potential customers. The tendency was 
to go from one display to another, 
carefully studying the performance 
and costs of competing items. Ex 
hibitors generally felt that this ap 
proach was healthy. 

They pointed out that equipment 
failure had rarely been a cause of dis- 
appointment to a purchaser, but that 
the consumer had in the past had a 
tendency to buy without really know- 
ing what type of equipment would 
best answer his needs. The more 
critical approach noted at this year’s 
show, they said, would benefit the in- 
dustry in the long run. 

Visitors showed interest in all types 
of office equipment, but particular at 
tention was given to the many varieties 
of copying and reproducing machines. 
A novel twist was the appearance this 
year of familiar items such as 
typewriters, telephones, and dictation 
equipment, in decorative color schemes. 

The 1954 show was held at the 69th 
and 7Ist Regiment Armories, and free 
limousine service was provided be- 
tween the halls. Last year the 
the Grand Central 
Palace; it was the last exhibition at the 
Palace before the Government took it 
over. 

The survey indicated 
that while just over 37 per cent of the 


some 


two 
show 


occupied 
attendance 


visitors to last year’s show were over 


(To page 58) 
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try duplicating 


now you can RENT 
the world’s foremost 
duplicating system 
for as low as 

$7.50 a month 


For just pennies a day, you can 
install a complete, modern 

OLD TOWN Spirit Duplicating 
System in your office. You can 
rent one, a dozen or more of 
these precision-engineered 
Spirit Duplicators with no 
capital investment necessary. 
Even before you rent, you can 
have a 10-Day Free Trial... 

to prove for yourself how the 
versatile OLD TOWN Duplicator cuts 
paper work and saves both time 
and money. You'll find hundreds 
of applications — from sales 
letters, bulletins and reports 

to simplified billing and 

control systems — make all 

the copies you need of 
everything you can type, write 
or draw in 1 to 6 colors, 

Your old machine? Trade it in. 
That antiquated “smudge pot” 
is still worth money. Trade 

it in on the new OLD TOWN 
Duplicator. 


Get all the facts on OLD TOWN’S 
remarkable rental plan. Mail the coupon NOW! 


Ole Town 


CORPORATION 


World’s foremost 
maker of carbons, 
ribbons, duplicators 
and supplies 


November, 1954 OFFICE MANAGEMENT 


Old Town Corporation, Dept. OM-11 345 Madison Avenue, New York 17, N. Y. 


Please send me complete information Company Name 
on the OLD TOWN iInkiess Duplicator, 

including 10-day free trial, rental and Attention 
trade-in 

Present duplicator: ........cccccccccceseeeeere Address. 


( You may arrange a FREE Trial ties Zone State 
Products Advertised Above Are in Use in One or More of the 1954 “Office 


of the Year’ Award Winning Offices 
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40 years of age, the corresponding fig- 
ure this year was over 50 per cent. 


NCR adds electronics division 

The Computer Research Corp, of 
California has become a part of The 
National Cash Register Co. of Dayton, 
Ohio. NCR had purchased the con- 
trolling interest in the California con- 
cern in March, 1953. The remaining 
stock was purchased early this year, 
and the newly acquired company will 
now be known as the Electronics Di- 
vision of NCR. It will manufacture 
electronic computers for business appli- 
cations, in addition to its present line of 
computers, 


— . _ 


Staff overage is handicap, 
AMA speaker declares 

A business can suffer as much from 
having too many staff personnel as 
from having too few, said Walter A. 
Giles, vice president and general man- 
ager for the Long Island Area, New 
York Telephone Co., in an address to 
executives at the recent General Man- 
agement Conference held in New 
York’s Hotel Statler by the American 
Management Association. 

Noting that the distinction between 
line and staff functions has been a prob- 
lem in many companies, the speaker 
suggested a series of three questions 


which should be asked in order to de- 


Puddle- 


Proo 


‘The office pet—the new Morris SAFE-T-SET 
with our exclusive safety feature, is “house-broken!” Tip it... tilt 
it... turn it upside down. It won't spill. It won't leak. /Jt's Puddle 
Proof!—can’t soil clothing. The SAFE-T-SET well is easy to fill— 
holds many months supply of ink. Choose the color and Morris 


hard-tip pen point you like most 


The new puddle-proof SAFE-T- 


SET is manufactured by the foremost name in the field of matched 


desk-top equipment—Morris. 
today. 


See your stationer or office supplier 


BERT M. /YiorRis Co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
tn New York; 381 Fourth Avenue 


tn Canada: McFarlane Son & Hodgson, Ltd., Montreal, Quebec 
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termine if any given staff function 
should be performed: (1) Is this func- 
tion necessary and does it contribute to 
the overall operation of the business? 
(2) Can this work be handled best by 
the staff organization ? (3) Does the 
staff handling of this work invade the 
responsibility and authority of the line 
organization? 

Mr. Giles set out seven standards for 
measuring staff work as it applies to 
administrative assistance. The staff, he 
said, should (1) be a fundamental 
thinking part of the organization, from 
an objective point of view, for the sound 
administration of the business, (2) 
should coordinate and assist in estab- 
lishing objectives, (3) should keep up- 
per levels of management advised of 
pertinent performance results and the 
condition of the business, and (4) 
should assist the head of the operating 
unit in analyzing results to determine 
weaknesses and to suggest remedies. 

It should also, continued the speaker 

(5) coordinate the preparation of cap- 
ital and expense budgets, (6) assist the 
operating head of the unit involved by 
handling certain special jobs with the 
field, and (7) make an everlasting ef- 
fort to keep the responsibility and au- 
thority for the operation of the busi- 
ness where it belongs. 
"In its approach to operating methods 
and practices, said Mr, Giles, the staff 
should function (1) to provide admin- 
istrative routines, methods, and _prac- 
tices, (2) to establish methods and 
standards for measuring results, (3) to 
assist in developing and furnishing in- 
formation on improved techniques and 
methods, and (4) to establish the 
proper balance between the value of 
administrative and operating statistics 
prepared and the cost of preparing 
them. 

Mr. Giles cited a number of errors 
commonly made by management in the 
use of staff personnel: excessive de- 
mand for detail information, generally 
with insufficient time intervals to ac- 
cumulate the data; failure to make re- 
quests clear, particularly with respect 
to detail and accuracy required; re- 
quests for the same information from 
different staff groups; holding the staff 
responsible for failure that should right- 
fully be charged to the field organiza- 
tion; and asking the staff to take cor- 
rective action which normally should 
be referred to the line organization. 

The field organization should not, 
(To page 60) 
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_ Makes Copies without Carbon! 


National has important news for business 
everywhere! The duplicate copies you see 
above were made without carbon paper! This 
is made possible by use of a special paper 
developed by the research laboratories of 
The National Cash Register Company. It is 
called “NCR Paper” (No Carbon Required). 
NCR Paper puts an end to irksome handling 
of carbon paper — inserting, removing, 
storing. 


Saves Time, Avoids Smudges. Fastcr, 
can’t smudge copies or fingers. 
Making multiple records is now as easy as 


picking up 3, 4, (or more) forms from a stack 
and inserting them in a_ typewriter or 


business machine. And NCR Paper provides 
exactly the same advantages when making 
copies by hand (receipts, sales slips, guest 
checks, etc.). 


Better Copies. When forms are placed to- 
gether and written on — by typewriter, busi- 
ness machine, or by hand clear, clean 
copies are made without carbon paper. 


Ends Carbon Paper Disposal. With 
NCR Paper, troublesome removal and dis- 
posal of used carbon sheets are avoided. 


Try the new NCR Paper and be amazed at 
the new ease, simplicity, cleanliness and 
time-saving it brings to multiple copying. 


THE NATIONAL CASH REGISTER COMPANY, pauton 9, Ohio 
949 OFFICES IN G4 COUNTRIES 
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Contact your local business 
forms printer for NCR Paper 
or your nearby National 
representative —— or write to 
The National Cash Register 
Company, Dayton 9, Ohio. 
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he continued, call upon the staff for in 
formation already covered or regard it 
as an easy information center. Neither 
should it force the staff to review in 
sufficient or incorrect information fur 
nished by the field, nor should it refer 
work to. the staff that should be han 
dled by the field. It should not, he 
declared, ask the staff to coordinate 
departmental matters which should be 
coordinated at the local level, nor ask 
the staff to make decisions, nor should 
it blame the staff for failure of the field 
to achieve its objectives. 

The staff itself, said Mr. Giles, should 
avoid assuming line functions, and 
should be careful to maintain coopera 
tion between itself and other staff or 
ganizations. It should avoid producing 
too much paper work when it could 


better visit the field. It should ac- 
quire overall knowledge of the job. 
It must avoid improper interpretation 
of the data required by higher 
management and misuse of the boss's 
name in dealing with the field. It 
should be careful to base its recommen 
dations and proposals on the basis of 
sound judgment rather than entirely 
on statistics and formulas. 


Former Geyer editor opens 
public relations agency 
Kim Darby, formerly of the Geyer 

Publications staff, has an- 

nounced the formation of Kim Darby 


editorial 


and Associates to serve business organi- 
zations in a public relations and edi- 
torial capacity. 


Mr. Darby resigned as managing edi- 


Blue 


Cursing a Streak won't 
cure the curl that messes up 
duplicating jobs... but the right 
paper will. 


A paper that lays flat... and 
stays flat requires a little more 
effort to make, but it pays off in 
easier, trouble-free performance 
on any type of office duplicating 
machine. 


Eastern makes that important 
effort right on the paper 
machine. The result? A line of 


ATLANTIC BOND 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


Business Papers especially 
adapted to office duplicating. 


You'll find Eastern Papers will 
perform better . . . and look 
better with clearer, sharper im- 
pressions every time. 

Available in cut sizes in Atlantic 
Mimeo Bond, Atlantic Bond and 
Atlantic Duplicator — all with a 
wide variety of attention compel- 
ling colors——and Atlantic Opaque 


in brilliant white. Write or phone 
for sample packets or sheets. 


Caster 


Wits PAPER K 
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tor of Office Management in 1952 to 
join the staff of the Savings Association 
League of New York State. His new 
office is at 5 Beekman St., New York. 


Nathan, Ine., adds branch 


Chas. S. Nathan, Inc., New York 
City’s oldest and largest retail office 
furniture concern, took over the busi- 
ness of Kalmus-Golden, Inc., on Octo- 
ber 25, Nathan’s new branch is operat- 
ing from the old Kalmus-Golden store 
at 45 West 36th St., New York. 


Statement of Ownership 


Statement required by the Act of August 
4, 1912, as amended by the Acts of March 
1933, and July 2, 1946 (Tithe 39, United 
States Code, Section 233) showing the own 
ership, management, and circulation of 
OFFICE MANAGEMENT, published month- 
ly at New York, N. Y., for October 1, 1954. 

1. The names and addresses of the pub- 
lisher, editor, managing editor, and business 
managers are: Publisher, Andrew Geyer Inc 
(Corporate Name), 212 Fifth Ave., New York 
10, N. Y. Editor, Thomas V. Murphy, 212 
Fifth Ave., New York 10, N. Y. Managing 
Editor, Robert Smith, 212 Fifth Ave., New 
York 10, N. Y. Business Manager, James EF. 
Neary, Jr., 212 Fifth Ave., New York 10, 
a F 

2. The owner is: (If owned by a corpora- 
tion, its name and address must be stated 
and also immediately thereunder the names 
and addresses of stockholders owning or 
holding | per cent or more of total amount 
of stock. If not owned by a corporation, the 
names and addresses of the individual own- 
ers must be given. If owned by a partnership 
or other unincorporated firm, its name and 
address, as well as that of each individual 
member, must be given.) 

Andrew Geyer Inc. (Corporate Name), 212 
Fifth Ave., New York 10, N. Y. Mary A 
Geyer, 114 E. 84th St., New York 28, N. Y. 
Donald McAllister, 212 Fifth Ave., New York 
10, N. Y. Bernard E. Neary, 1521 Zuleta 
Ave., Coral Gables, Florida. James FE. Neary, 
Jr., 22 Herbert Ave., White Plains, N. Y. 

3. The known bondholders, mortgagees, 
and other security holders owning or holding 
1 per cent or more of total amount of bonds, 
mortgages, or other securities are: (If there 
are none, so state.) None. 

4. Paragraphs 2 and 3 include, in cases 
where the stockholder or security holder ap- 
pears upon the books of the company as 
trustee or in any other fiduciary relation, the 
name of the person or corporation for whom 
such trustee 1s acting; also the statements .n 
the two paragraphs show the afhant’s full 
knowledge and belief as to the circumstances 
and conditions under which stockholders and 
security holders who do not appear upon the 
books of the company as trustees, hold stock 
and securities in a capacity other than that 
of a bona fide owner. 

Sgd/ Publisher Donato McALuisterR 

Sworn to and subscribed before me this 
2nd day of September, 1954. 

Sed/ Wrewiam B. Wirrenserc 
Wilham B. Wirtenberg 
Notary Public, State of New York 
No. 31-4312100 
Qualified in New York County 
Certificate filed with 
City Register, New York County 
Commission Expires March 30, 1955 
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EXECUTIVE DANGER ZONE 


When is an executive worth 
a better office? 


Upper income surveys indicate that large per- 
centages of staff and line management operate 
in substandard executive environment. 


A simple working formula is that a better office 
is due an executive: 


(1) When his working surroundings lower his 
position of prestige and leadership with 
employees affected by his decisions. 


(2) When executive confidence is affected. Self- 
assurance, sometimes the final element in 
good or bad decisions can be weakened by 
an atmosphere of conflicting values. 


At what level do your salaries call for more 
appearance effort? 


“How much an executive 
should cost in office 
investment.” 


Send coupon for free chart: ie 
OM- 10-4 


THE JASPER DESK CO., JASPER, INDIANA 


NAME. 
ADDRESS. 


city __ 
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Salary practices discussed 
at LOMA conference 


If salary administration is conducted 
without an underlying philosophy, it 
can produce a lot of misery and fail 
completely as an instrument for good 
productivity, said George Wilgus, per- 
sonnel manager for The Mutual Life 
Insurance Co. of New York, in a 
speech before the Life Office Manage- 
ment Association's 31st annual con- 
ference, held recently in Washington. 

A workable philosophy, with con- 
crete objectives, is indispensable to suc- 
cessful administration of salary poli- 
cies, declared the speaker. Three major 
objectives he listed were: (1) to obtain 


a fair return to the company for each 
salary dollar spent, (2) to pay em- 
ployees in relation to their individual 
contributions to company operation, 
and (3) to pay the employes as well 
or better than other companies pay for 
the same kind of work, being sure that 
these rates are adequate fcr “desirable 
living.” 

Mr. Wilgus then suggested several 
techniques for accomplishing the ob- 
jectives. The first of these was posi- 
tion evaluation, which, he said, must 
be administered as objectively and 
scientifically as possible in order to 
establish a sound basis on which to 
set up equitable salary scales, build 
true patterns for promotion, install 


Any way Yer fe Marchant! 


f> 


et, 
Yh we @ 
ay’ 
“IT'S FOR ALL 
FIGUREWORK"’ 

“Our Marchant eats up 
division and multiplication — 
automatically. It's an adding 
machine as well, And for 
repeat addition and 
subtraction, a Marchant 
calculator is the 
fastest ever.” 


“IT'S EASY TO OWN" 
“We're getting a Marchant on 
the ‘pay-as-it-saves’ plan. Now there's 
no budget problem — for less than 
the regular rental rate we'll soon 
own our Marchant.’ 


MORCHANT eres. 
\ alecubators 


The 
fully-automatic 
MARCHANT 
Figuremaster 


v 
ia 
“IT'S SIMPLE TO USE"’ 

“If you can operate an adding 
machine you can run a Marchant. 
After less than an hour's instruction, 
| was turning out our figurework ina 
fraction of the time it used to take.” 


Call the MARCHANT 
MAN for a test run on 


your own work. 


62 


Find out how a MARCHANT calculator will help cut your figure- 


| 
work costs and lighten your figuring burden. Mail this coupon I 
with your business letterhead for free... 


Index to Modern Figuring by Marchant Methods 
Descriptive Literature on Marchant Calculators. . . . .- [ 


if. 
MARCHANT CALCULATORS, INC., OAKLAND 8, CALIFORNIA1| 
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merit increase programs, and provide 
simplified and rapid training. Most 
plans that he had seen, stated the 
speaker, were too complicated. They 
could not be interpreted to the em- 
ployee and the iactors involved over- 
lapped in many cases or were too gen- 
eral. Jobs, he pointed out, should not 
be allocated to a salary scale by title, 
but should be classified by a true 
evaluation of the work done. 

The next technique discussed was 
that of setting adequate salary ranges 
to which the varicus levels of posi- 
tions can be allocated. Such ranges, 
said Mr. Wilgus, must have a sufficient 
spread from maximum to minimum, 
must not overlap too much between 
ranges so an employee can be properly 
compensated when he is promoted, 
and must be geared to outside salary 
conditions. 

Position control was the third tech- 
nique. It is necessary, declared the 
speaker, to control the number of posi- 
tions, the salary grade, title, and or- 
ganizational location, as an aid in pre- 
venting an unwarranted increase in 
new positions by departments and 
divisions. 


The fourth method discussed by 
Mr. Wilgus was that of allocating sal- 
ary increase budgets through some 
form of relationship between the mid- 
points of the salary ranges and the 
actual salaries being received by people 
in those ranges. He said, “Once sal- 
aries are allowed to creep to the maxi- 
mum of the salary ranges because of 
merit increases that take the form in 
practice of a general increase, a com- 
pany is probably paying more than it 
should for the work being accom- 
plished, provided the ranges are set 
properly. 

“Without a system that compares 
actual salaries to mid-points of salary 
ranges and permits an estimate of 
salary trend, a company does not know 
where it is going on salary costs. It 
is apt to allocate too much or too little 
for salary increases, and be completely 
unrealistic as to creeping salary costs 
in relation to ‘non-creeping productivi- 
ty. Few companies actually try to 
allocate salary increase budgets to a 
department or a division by objective 
criteria. Without a proper'y construct- 
ed salary increase budget, there is a 
tendency to try to give every employee 
a merit salary increase every year.” 

The sixth technique examined by 
the speaker was that of determining 


(To page 64) 
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“We've discovered 


~AZOGRAPH 


—the new way to make copies, 
with positive cleanliness 


“When I want a dozen or so copies—say, of 
a confidential memo—I simply write it long- 
hand on an AZOGRAPH master unit and 
make the copies on the duplicator. The whole 
job is done in a few minutes. 

“And you should hear our engineers cheer. 
Now they can write up their own masters for 
change orders and hold-up notices—make their 
own copies. Work gets done in half the time. 
“Believe me, with AZOGRAPH, handwriting 
has a new place in our business.” 

% For more intormation about AZOGRAPH, 
the new, patented way to duplicate copies of 
typed, written or drawn material, simply clip 
the Information Request ticket below to your 
letterhead and mail to A. B. Dick Company, 
5700 Touhy Avenue, Chicago 31, Illinois. 


“AB DICK 


THE FIRST NAME IN DUPLICATING 


A.B. ocx. BS and AZOGRAPH are registered trademarks of A.B. Dick Company 
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| NEED THESE Copies 
TONIGHT, MISS JONES 


With a Peerless DRI-STAT photocopier, 
other executives in several different 
places can put this information to work 
immediately. And Miss Jones won't be 
late for her date, nor the boss stuck 
for overtime. 

Incoming rush orders, complicated 
specifications, urgent “trouble” reports 
from the field . . . whatever the original, 
DRI-STAT will copy it exactly ... no 
proof-reading needed . . . in less than a 
minute, for about 10 cents per page. 
Originals in colored ink, on opaque 

aper, printed on both sides . . . DRI- 
STAT will make clear, sharp black-and- 
white copies of them all. 

Ask your Peerless distributor to show 
you how DRI-STAT can cut your copy- 
ing costs and pay for itself, quickly. 
Call him for a demonstration, or mail 
the coupon. 


PEERLESS 
a 
DRI-STAT 


- 
PEERLESS PHOTO PRODUCTS, INC, | 
Shoreham, L. 1, New York OM-11 


DRLSTAT on my work. 


Please send me your free brochure 
describing DRI-STAT, : 


| () Vd like to see a demonstration of 


NAME 


ADDRESS 


chqwanmnen whamenan adem asennad 


| 

I, 

| 

j rere 
| 

Lu 
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(From page 62) 
salary savings as turnover occurs. Such 
examinations, he felt, could prevent 
serious salary problems at a future 


| time. “For example: if there is no 


turnover above a $70 or $75 a week 
employee and increases are continu- 
ously given year after year above that 
level without regard to productivity, it 
is obvious that problems are develop 
ing.” 

Throughout his talk, Mr. Wilgus 
spoke against the dangers of salary 
programs that tend to produce a single 
rate of pay for a given type of posi- 
tion, pointing out that such a policy 
removes a basic incentive for doing 
a good job. 


Association News 


| THE OFFICE MANAGEMENT AS 
| SOCIATION of Chicago, in coopera 


tion with Chicago’s Board of Educa 
tion, has been developing an Office 
Practice course for high school stu 
dents. The objective of the course is to 
encourage students to increase their 
economic competence through “meeting 
vocational responsibilities by acquiring 
aptitudes, skills, and appreciations in 
the field of modernized office practice.” 

The course is designed to be taught 
on a basis of 80 minutes a day over two 
semesters. Students rotate through 
various stations, using such office equip 
ment as transcribing machines, dupli 
cators, calculators, posting and adding 
listing machines, typewriters, and filing 
equipment. The first semester of the 
new course has already been completed. 

The course has been prepared by a 
committee of educators assisted by a 
business consultant, Louis J. Mueller, 
office manager for International Har 
vester Co., and a member of the OMAC 
Education Committee. 

OMAC has also announced the elec 
tion of Richard G. McAdam to the 
board of directors. Mr. McAdam is 
vice president and a director of Bell 
Savings & Loan Association, of Chi 
cago. 


THE TEN CALIFORNIA CHAP- 
TERS of the National Office Manage 
ment Association, assisted by the Salt 
Lake City and Phoenix chapters, spon 
sored an Inter-City Conference at the 
Biltmore Hotel, Los Angeles, October 


(To page 66) 


OFFICE MANAGEMENT 


PRESTIGE FORMS 
: for 
PRESTIGE FIRMS 


= \ 
= 


> == LITHOSTRIP 


Rinabtecss Lithofold 


“PLANNED” 


Business Forms 


si? 


First choice of 
America’s Business Leaders 


American Cyanamid Hartford Fire Insurance 
Armour Geo. A. Hormel 
Cadillac International Business 
Cutler-Hammer Machines 

Diamond-T Marsholl Field & Co. 
Ford Oldsmobile 


Firms that build quality into their 
products recognize the desirability of 
American Lithofold forms. Precision man- 
ufacturing and PRE-TESTING insure clean, 
legible, perfectly registered copies — so 
accurate they can be run unattended if 
desired. American Lithofold’s custom de- 
signs save costly time and eliminate 
unnecessary operations. 


Write Today for Free Sample Sets 
to test on your machines. 


ie 


$00 BITTNER ST 


ST. LOUIS 15, MO 
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What happens when businessmen 


OU KNOW the obvious things, of course. 

The piled-up desk, the decisions hanging 
fire, the appointments cancelled, the people 
you can’t see. It’s a picture that’s all too 
familiar in most business offices. But the 
really serious part of it is the way an im- 
portant matter can get lost in the shuffle. 
A matter, for example, that could mean 
the end of your business. 


| “ If you’re perpetually rushed, the chances 
are you never really have time to check and 
see whether your accounts receivable and 
) other business records are kept in a really 
. 


trustworthy safe, or a potential “‘incinera- 
tor.”’ There are thousands of “‘unsafe’’ safes 


FREE! TELLS YOUR RISK! 


in use, today. They don’t bear the Under- 
writers’ Laboratories, Inc. label. If a fire 
ever starts, they cremate records. Leave 
them in ashes. 

And what makes it worse is that you can’t 
count on a fireproof building to prevent 
such a tragedy. These buildings just wa/l-in 
fires. Make them hotter. 

And even though you can normally count 
on fire insurance to cover your losses, it 
probably would not cover them fully, if 
you lost your records. There’s a clause 
which says: “‘proof-of-loss must be ren- 
dered within 60 days.” Could you “render” 
it without records? 


are too rushed? 


Don’t let “being rushed” keep you from pro- 
tecting yourself! You could lose everything! 
Out of every 100 firms that lose their rec- 
ords in a fire—43 never reopen, And many 
of the rest struggle for years to recover. 


Check your safe, today. Get a free Mosler 
FIRE “DANGERaver” to determine your 
exact risk. Then get the protection it calls 
for. But trust nothing but the best. Mosler 
is recognized as the leader in protection, 
styling, value, Check classified telephone 
directory for the Mosler dealer in your 
city. See his complete line of Mosler Rec- 
ord Safes. Or mail the coupon for free 
“DANGERater,” now! 


The FIRE “DANGERater” dials in 30 seconds 
the answer which may save your business 
from ruin. Easy to use. Accurate. Authen- 
tic. Based on experience with thousands of 
fires. Figures in over a dozen vital factors 
about your business.” Mail coupon for your 
free “DANGERatler,” now. No obligation. 


* Mosler Safe “”” 


World's largest builders of safes and bank vaults . . . Mosler built the U.S. Gold Storage 
Vaults at Fort Knox and the famous bank vaults that withstood the Atomic Bomb at Hiroshima 


IF IT'S MOSLER .. . IT'S SAFE 


fmm nr an ee 


The Mosler 
32nd Street 


Sate Company 


Sth 


Dep't OM-11 
New York 1, N. ¥ 


and Avenue, 


Please send me (check one or both) 
© Free Mosler FIRE “DANGERater.” 
O Catalog, showing the new series of Mosler Record Safes. 
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WA, VES YOU Association News 


ALL-AROUND STAPLING eacediead. 


— PERFORMANCE — 
WW THE OFFICE 


25-27. Subjects covered at the three- | 
day meeting included human relations | 
| and communications, office costs, office | 
| machines and equipment, selection and | 
testing of personnel, work measure- 
ment, and quality control. 

The opening speaker was Dr. | 
Dwayne Orton, editor of Think, the | 
Model , a IBM magazine. Other speakers includ. | 
No. 202 ed Dr. Robert Tannenbaum, of the | 


ieee aeeny pnesuction suesun | University of California, Los Angeles; | 
Staples up to 40 sheets of 16 Ib. bond. B | Herbert G. Bowles, partner of Lybrand, 
; | Ross Bros., and Montgomery, Los An- | 


geles; Robert Stover, president of West 
| ern Employers Service, San Francisco; | 
Paul Mulligan, management consul- | 
tant, New York; and Kenneth Knight, | 
of the Los Angeles Junior College of | 

Business. 
An added feature of the conference | 
. Standard | WS an exhibit of office machinery and | 
4-WAY MACHINE =o “(uipment. 

Stapler, Tacker, Plier, } 
Temporary-Permanent Stitch. © THE CONTROLLERS INSTITUTE | 
| OF AMERICA has announced the | 
_names of two newly elected treasurers. | 
James F. Lillis, comptroller, Burroughs 
Corp., is the new treasurer of the In- | 
| Stitute’s Detroit Control, and John F. | 

McGovern, Jr., comptroller, Gray Mfg. 

| Co., has taken over a similar post in 


the Hartford Control. | by 
= 
rue Newyork contro. ode» rr ppeniall 


| 
| Controllers Institute of America met on 

| September 30 at the Hotel Commodore, | 
| where it heard a discussion called “If I 
| 
| 


Model No. P-98 

PLIER TYPE HAND STAPLER 
Compact, portable for stapling papers 
at files and other hard-to-reach places. 


Could Mind Your Business,” by Henry | 
Cassidy, foreign correspondent and | 
commentator for the National Broad- | 
casting Co. | 


| THE OFFICE EXECUTIVES ASSO- 
| CIATION, New York chapter of the 
LONG ARM po eS Pa | National Office Management Associa- | 
Accessible to areas which ordinary _tion, held the first two meetings of the 


Staplers cannot reach. new season during September, The 
Loads 210 Standard Staples. 


| first event was a luncheon meeting at 


FILL IM COUPON AND MAIL the Masonic Club on September 8; the 
otek cieshlincin aaiedseneniiieemiiate ied alta speaker on this occasion was Lt. Col. 
aniedl O. W ot /wiheese eubiect was 
OPES ny, ines. Dept. 0 Daniel 9 Webster, whose subject was 
| One Junius Street, Brooklyn 12,N.Y. | Superv isory Leadership. On Septem- «oe One Of mony easefelly planned 
ber 22, OEA opened its series of eve- groups of handsome, modern office 
furniture . . . styled to lend beauty 


J Piease send literature on staplers checked below: | ning meetings oe the Bleed. Beleont 
No. 2020 No.105Q No. P-9860 Long Arm "1 : : 7 : | and dignity to your office . . . with 
Plaza with a dinner, which was fol- | increased overall efficiency. See 

lowed by an address on “Electronifica- | ee 9 doates and write us 
COMPANY tion of the Office,” by C. L. Hardway, | 4 co Plenning Guide. 


| ADDRESS ...........cccccccesseee manager of electronic data-processing 


IMPERIAL DESK COMPANY 


_, eee machine sales for the International Busi- fe s 
| Evansville 7, Indiana 


i ee ' ness Machines Corp. 
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Save time now wasted 
in retyping, copying! 


In your own office, check the time spent in 
retyping for extra copies—time that could be 
spent on more important work ... And you'll 
understand why the Bambino can add hours 


to your office day. 
Little larger than a typewriter and electrically 
operated, this new Ozalid™ machine copies 


a letter in less than a minute, for less than two 
cents, And turns out up to 200 copies per 
hour .. . of anything typed, written, printed 
or drawn on translucent paper as wide as 

nine inches, any length. 


Ti BAMBINO makes extra copies cheap and 
plentiful. Reproduction is instantaneous 
on chemically coated Ozalid paper, film, 
or fabric, at high speed and low cost— 
without stencils, plates, inks or developing 
solutions. And delivers clear, dry copies, 

Economically priced at only $410, the 
Bambino will soon pay for itself even 
in the small office. 

Call the nearest Ozalid distributor 
(see phone book) for a demonstration, 

Or write for free brochure to 184 
Ozaway, Johnson City, New York. 
OZALID—A Division of General Aniline & 


Film Corporation... From Research to Reality. 
In Canada, Hughes Owens Company, Ltd., Montreal. 
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revolutionary new method 
puts stencil duplicating 
in the printing class 


4 


TWN-CYLINDER IMPRESSION SYSTEM 
PRODUCES AMAZING PRINT-LIKE RESULTS! 


The twin-cylinder system of the Gestetner 
sweeps away all the old concepts of stencil 
duplicating. Its reproductions approach 
professional print-shop work in clarity and 
attractiveness. Automatic operation through- 
out eliminates guesswork, speeds up pro- 
duction and steps up quality. 


AUTOMATIC INKING....... 


NO CANS 
re NO BRUSHES 
NO PADS 


Your most fastidious office girl will find 
the Gestetner a clean simple operation. 
Dials are set to the ink density and the 
number of copies desired... and... the 
Gestetner does the rest... automatically. 
Color... too... in a dozen different 
hues . . . with changes made in three 
minutes! Yet Gestetner costs no more! 


Gestetner is the World's Oldest and Largest 
Manufacturer of Duplicating Equipment 


Gestetner Duplicator Corp. 
50 McLean Avenue 
Yonkers 5, New York 


Please send me Booklet 241. 
Name. 

Address 
Company. 
City. 


State. 


‘THE YORK, PA. CHAPTER of the | 


Association News 


THE WESTCHESTER CHAPTER 
of the National Office Management 


Association initiated its 1954-55 season | 
with a meeting at the Hotel Gramatan, | 


Bronxville, N. Y., on September 21. 
Following dinner, the chapter listened 
to a discussion of “Scientific Manage- 
ment in the Office,” by James F. Foley, 
director of products and methods re- 
search for Remington Rand Inc., of 
New York. 


THE TRANSCRIPTION SUPER- 
VISORS’ Association of New York met 
on September 13 at Whyte’s Restau- 
rant, The “pay as you go” plan of in- 
vesting was discussed by William J. 
Ruane, of Kidder, Peabody & Co. 


THE 
ASSOCIATION of Chicago launched 
its series of dinner meetings for 1954 
55 with a meeting at Younkers on Sep 
tember 14. A feature of the program 
was a round-table discussion on “De 
veloping Our Common Language,” 
“Forms Used In Our Filing Depart- 
ment,” and “Available Training for 


a7 


| 
| 


RECORDS MANAGEMENT | 


Records Management.” The president | 
of the association for this year is Mrs. | 
| Louise Bingham. 


| National Office Management Associa 


SIMPLY CLIP THE INK TUBE INTO PLACE | 


tion began its tenth season with a din 


ner meeting on September 13 at the | 
Yorktowne Hotel. The speaker of the | 


evening was the Rev. Gordon E. Folke 
mer, who discussed the subject, “The 
Need for Uncommon Men.” The chap 


office equipment exhibit. 


Books and Pamphlets 


Anti-Recession Policy 
The Committee for Economic De 
velopment, 444 Madison Ave., New 
York, has published a book which dis 


| cusses various aspects of economic re- 


cessions and of policies for dealing with 
It is called Problems in Anti- 
Recession Policy and contains, in its 


them. 


161 pages, eleven memoranda prepared 
for CED’s Research and Policy Com- 


| mittee by business and university econ- 


| omists. The book is priced at one dol- 


j 


lar and is available directly from the 


| Committee at the above address. 


ADDRESSING 
MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
145-G Albany St., Cambridge 39, Mass. 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


STO 


COFFIELD 
EVERLASTING 


ORGANIZATION 
CHART 


| EASY TO CHANGE 
_ Atypist, a typewriter and typing paper are all you 
ter also announced plans for its fifth | 


OFFICE MANAGEMENT 


need to keep your chart up to date. It’s that simple’ 


a re On 
ELECTRO-MOTIVE DIVISION 
i GENERAL MOTORS, CORPORATION 
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* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 

* Photographs for Sharp Prints 

* Invaluable as a Visual Training Aid 

¢ All Parts Are Movable and Re-usable 
* Selves Your Chart Problem Forever 


Write for Free Illastrated Folder 
with Price Schedule No. OM-11. 


MANAGEMENT CONTROL CHARTS CO. 


173) N. WELLS ST. CHICAGO 14, ILL. 
November, 1954 
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OFFICE 
MOVING 
day 


(and the day after) 


or Business as usual ... 


It's up to you... the choice of your moving company will determine the 
outcome. The decision is as important to you as the decision you made 
to move. Your move must be swift and efficient if you are to do business 
as usual. You can be assured of meticulous planning and flawless 
execution with Neptune. 


Neptune is uniquely equipped to move your office ANYWHERE! The 
largest movers in the East, Neptune has more trucks...more men... 
more equipment . . . more experience. Neptune's expert consultation serv- 
ice plans with you far ahead of moving day, helps you avoid the waste 
and lost time which can lead to a nightmare of confusion. 


This unmatched capacity for extra service explains why Neptune was 
selected to make the huge General Foods move to White Plains. It is your 
assurance of complete satisfaction. 


YOU PAY NO MORE FOR THE BEST! 


NEPIVNE 


STV RAGE 


Riverside Drive at 134th St. New York City,31 WAdsworth 6-9500 
NEW YORK CITY * NEW ROCHELLE * WHITE PLAINS + BINGHAMTON 
AGENTS IN PRINCIPAL CITIES 
November, 1954 OFFICE MANAGEMENT 
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Tribute to taste. . . “office of the year” awards 


Desks, Inc., is delighted to have helped furnish the 

offices of General Foods Corporation and Colum- 

bian Carbon Company . . . two winners of the 

distinguished “Office of the Year” awards sponsored 

by this magazine. Helping to create outstanding 

offices is our forte. Call or write us, or visit our 
BUSINESS spacious Fifth Avenue showrooms. 


FURNITURE 


for offices Op, 4 L 
that reflect success LOD; f SLE. 


71 Fifth Avenue, New York, N. Y. (at 15th St.) 
ALgonquin 5-5454 


Us y Sea, 


for a a 


@STENOS / OFFICE HELP 
eTYPISTS / CALCULATING. 
@ TELEPHONE ANSWERING — 

@ DIRECT MAIL. 
eMARKET SURVEYS 
~@CAR UNLOADING 
—@ WAREHOUSING ee 


Write for FREE copy 
Use our employees in 
your office or ours .. . for 4 hours... 


"TAX SAVINGS UNDER jv cttes orev ter'T hea." 
THE 1954 REVENUE ACT” 7s ov "ted nated aia 


FRANCHISES AVAILABLE 


eae a 
Write Dept. OM-2, Manpower, Inc. m a n po W e i. | n Cc. 


Milwaukee 3, Wisconsin : ; 
38 branches coast-to-coast nat tat 
Business Service _ 


Books and Pamphlets 


Records Management Bibliography 
The National Records Management 


| Council, 50 E. 42nd St., New York, has 
| published a 28-page bibliography of 


reference material on the subject of rec- 
ords management. It is called Guide to 
Selected Readings in Records Manage- 
ment and is offered at a price of $2.85. 

The reader is provided with refer- 
ences to magazine articles, books, and 
pamphlets in twenty subject categories. 


| Among the categories are archives ad- 


ministration; business history; corre- 
spondence control; disposal and preser- 
vation of records; filing, indexing, and 
classifying; forms control; office ma 
chines and equipment; office manuals; 
office systems and procedures; photo- 
reproduction processes; records center 
operations; and work standards for of- 
fices, 


The 1954 Tax Law 

The American Management Associa- 
tion recently conducted a conference in 
New York on the new tax law. This 
conference was reviewed in the October 
issue of Office Management. AMA has 
now published, in a report running 
45 pages in length, the highlights of 
the conference. Called The AMA Cor- 
porate Tax Summary of the 1954 In- 
ternal Revenue code, the report is of- 
fered at a price of $2.75 and may be 
ordered from AMA at 330 E. 42 St, 
New York. 

The booklet gives the facts of the 
new law in side-by-side presentation 
with the facts of the old in order to 
stress the changes now coming into 
effect. Twelve main areas are listed 
for comparative study: (1) Dividends 
—Received Credit. (2) Depreciation 
and Depletion. (3 Net Operating Loss. 
(4) Research and Development Costs. 
(5) Foreign Income. (6) Corporate 
Accumulations. (7) Personal Holding 
Companies, (8) Pension, Profit-Shar- 
ing and Stock-Bonus Plans. (9) Cor- 
porate Organization, Separation and 
Reorganization. (10) Partnership vs. 
Corporation Option. (11) Consolidated 
Returns. (12) Corporate Tax Admin- 
istration “Pay-as-you-go” Corporations. 

The book is in a special format. Be- 
cause of its spiral binder, it opens flat. 
On each two-page spread are four col- 
umns: (1) the old law, (2) the new 
law, (3) comments on the implications 
of the changes in the law, and (4) a 
blank column for personal notes. 
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Your partner in good 
employee relations! 


Keeping employees happy and satisfied 
is a vitally important part of good office 
management. One sure, economical 


way to win employee good will is with 


linen and towel service. Employees Haas 

appreciate fluffy-soft cotton towels, = va 
snowy-white cotton table and bed lin- i, 
ens, clean attractive cotton uniforms. 7 at 
The linen supply man brings them all... 7 P 
helping to promote employee morale aor, 


and give greater job satisfaction. 


This is LINEN SUPPLY service 


You have no investment, no inven- 
ff j 
‘ 
NY 


tory, no maintenance. Everything 
is furnished and serviced by your 
linen supplier, at low cost. De- 
pendable delivery and pick-up 


maintain a continuous supply of 
your exact linen requirements 

large or small. Local service is 
listed in your classified directory 
under LINEN SUPPLY or TOWEL 
SERVICE. Call today or write to 
address below for free descriptive 


booklet. 


Linen Supply 


ASSOCIATION OF AMERICA 


and National Cotton Couneil 
22 W. MONROE ST., CHICAGO 3, ILL. 


In any business...Linen Supply is Good Business 
November, 1954 OFFICE MANAGEMENT 71 
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... then decide! 


Fancy price tags don't make fine 
desks. But the “ID” trade-mark does! 
Any desk that wears it is a fine desk 
+ constructed with care of selected 
woods for lasting durability . . . and 
designed with comfortable usability 
foremost in mind. Look for the “ID” 
symbol that certifies Indiana Desk 
quality. You'll find it in the middle 
drawer of every model ... plus a 
price tag far more modest than you 
might expect. 


Before you decide on any 
desk, write for the name of 
your nearest Indiana Desk 
dealer. 


JASPER, INDIANA * U.S.A 


TRANSFER RECORDS 
THIS EASY WAY 


AND HAVE... 
ECONOMY, 
SYSTEM, 
SAFETY! 


Protect your inactive business records 

with proper storage. LIBERTY STORAGE 
BOXES are constructed of highest test 
corrugated fibre-board. Dust-proof, spill-proof 
protection Liberty's storage system assures /ast- 
finding of any record, Try LIBERTY BOXES for 
quality and low cost. 25 stock sizes. 
Sold by leading stationers. 


Clip this ad to your letterhead 


FOR FREE BOOKLET 


A Record retention chart tells you how long 
te keep specific records 

2 Gives complete information for best 
procedures in record storage 


BANKERS BOX COMPANY 


720 $. Dearborn Street * Chicago 5, Ill. 
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People in the News 


of Nevada. Owen F. Johnson is vice 
president of the new company. 

Mr. Scott formerly was European 
manager for cargo and mail with Pan 
American Airways and later was di- 
vision cargo sales manager for its At- 
lantic Division. 


BURROUGHS CORP. has announced 


several promotions: 


Douglas D, Dahm, who joined the 


W. W. SCOTT, JR. has been made 
president of the Audograph Co., Inc., | 
a new organization formed to handle | 
sales and service of Gray Audograph | 
and Phonaudograph dictation equip- | 
ment in northern California and most | 


company in 1948 as a sales trainee, has | 
been appointed assistant to the vice | 


president in charge of marketing. 
Ned H. Johnson, sales promotion 
manager for the company’s Interna 
tional Activity, has been made general 
manager of the German subsidiary with 
headquarters in Frankfurt. He joined 


Burroughs in 1937 as a clerk, and Jater | 


advanced through various sales posi 
tions prior to his most recent advance- 
ment. He now succeeds Wilfred Norse- 
field, who has retired. 

Walter F. Wolfe, manager of the 
Methods and Procedures Division since 


1946, has been appointed controller of | 


Haydu Brothers, newly acquired sub- 
sidiary of the company. Mr. Wolfe be 
gan his career with Burroughs in 1935 
He held several sales 
posts prior to his appointment, in 1946, 
to the managership of the Methods and 
Procedures Division. 


as a sales trainee. 


He will be suc 
ceeded in that position by James FE. 
Myers, a member of the Burroughs Re 
search Center Staff in Paoli, Pa, 


THE CLARY MULTIPLIER CORP. | 


announces the election of three new 
members of the board 
They are: 


of directors. 

H. Leshe Hoffman, president ot 
Hoffman Radio Corp., 
manufacturer of electronic equipment; 
William H. Pet:t, who has been with 
Clary since 1939 and has been a vice 
president for the last eight years; and 
John G. Clary, assistant to the presi- 
dent, who has been associated with the 
company for seven years in various ex 
ecutive positions, 


west coast 


OFFICE MANAGEMENT 


PRINT hundreds of FAST, 
cLeAN PERFECT COPIES 


© IN MINUTES 
© IN 1 to 5 COLORS 


Now, you can moke 120 or more copies per 
minute of anything up to 9 x 14 inches in 
size — typed, written, drawn, traced or 
ruled — in 1 to 5 colors. All in one easy, 
inexpensive operation. The Heyer Conquerors, 
Manvol and Electrically Operated, ore the 
duplicators with ALL the features . . . priced 
much lower than comparable machines. 
Model 70-Hand Operated—$195 (plus tax) 
Model 76-Automatic Electric—$325 (plus tax) 
Write today for FREE descriptive literature 
and name of your nearest dealer—to: 


THE HEYER CORPORATION 
1822 S. Kostner Ave., Chicago 23. Il. 


. 


You Get Things Done With 
Boardmaster Visual Control 


‘: Gives Graphic Picture of Your Oper- 
ations—Spotlighted by Color 

¢ Facts at a glance—Saves Time, Saves 
Money, Prevents Errors 
Simple to operate—Type or Write on 
Cards, Snap ‘n Grooves 

vy Ideal for Production, Traffic, Inventory, 
Scheduling, Sales, Etc. 

¢ Made of Metal. Compact and Attractive. 
Over 50,000 in Use 


Full Price $495° with cards 


FREE 24-Page Booklet No. G-300 


Without Obligation 
Write for Your Copy Today 


GRAPHIC SYSTEMS 


55 West 42nd St. © New York 36, N. Y. 
November, 1954 
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“™PANEL-ETTE 
e movable office partition 


FEATURES 


Completely Movable 
e Free Standing 
e Self Locking 


e Nothing needed for assembly 
or disassembly 


e All Steel and Glass — Fireproof 


AVAILABLE IN 


Obsc tal gla 
» ure or crystal glass 11 STOCK WIDTHS 


e Universal 4 way Posts ON | * 
e No exposed holes or cutouts 6” INCREMENTS ae 
e Post cover plates FROM 9” 
e Rock wool insulation for sound THROUGH 6’ 6” 

deadening 


3 Stock Heights: 


e Adaptable to any space 39”, 54”, 68” 


requirements 
Competitively priced 


Standard and electrified posts with double plug.Doors and Gates 
Colors: Beige, Mist Green, and Silver Grey 


Valuable — Dealer and Distributor franchises available 
Write for complete details 


T iS STEEL PRODUCTS CORPORATION Spring loaded todking mechentom 


locks panel to standard 4 way 
ELLICOTTVILLE, N. Y. post securely and rigidly. 
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Keeps Typewriter 


Platforms Firm 


Makes typing easier, faster, less noisy. 
Improves touch, checks skipping or 
piling. Easy to use, goes up or down 
jin a jiffy. Won't snag nylons. You'll 
wonder how you did without 
jit. Ask your office supply, 
' dealer, or write direct. 


DESK 
STABILIZER 


Los Angles 19, Colit/ COMPLETE 


NEW pest 2xuaslitar 


Reg. U.S. Pet. OF. 


INCREASES 
OFFICE EFFICIENCY 


Amazing one unit 
memo organizer 
“never forgets to 


The single Expaditer unit replaces all mis- 
cellaneous paper cluttering up the desk, 
organizes important memos and notes in 
one place. Speeds work through! Saves 
Time! Unit holds 400 slit-apart memos (per- 
forated at top), up to half year's use. 
Discourages wasting costly stationery and 
forms for scribbled notes. Pays for itself in 
efficient cost-cutting operation. Put an 
Expaditer on every employee's desk and 
see for yourself! . 


Only $8.10 per doz. (minimum order) 
Send No Money! We'll Bill You! 


SATISFACTION ASSURED 
Exclusively Sold By (Est. 1937) 


Goodyear Printing & Stationery Co. 
270 Lafayette St., Dept. FM-11, N. Ve 12, N, A 


74 


People in the News 


THE OFFICE MANAGEMENT 
Planning Council of the American 
Management Association has two new- 
ly appointed office administrators, ac- 
cording to a recent announcement from 
AMA President Lawrence A. Appley. 
The new men are |. W. Haslett, man- 
ager, methods and statistics department, 
Shell Oil Co., New York, and R. L. 
Ornsby, manager, methods and_pro- 
cedures, Ferro Corp., Cleveland. 


KENNETH W. MOORE, vice presi- 
dent of the Chicago Title & Trust Co. 
has been presented with a paid-up life- 
time membership in the Office Manage- 
ment Association of Chicago, in recog- 
nition of his contributions to the field 
of office management. The action was 
taken at a recent meeting of OMAC’s 
board of directors. Mr. Moore was 
president of OMAC for 1944-45 and 
has been on its board of directors since 
1939. He has recently completed a one- 
year term as national president of the 
National Office Management Associa- 
tion, OMAC’s parent organization. 


PHILIP W. SHAY has been appointed 
executive secretary of the Association of 
Consulting Management Engineers, 
New York. He was formerly director 
of research and management informa- 
tion service for the American Manage- 
ment Association. Previously he had 
been an independent management con- 
sultant in Chicago and St. Paul. 


THE ROYAL TYPEWRITER CO., 
INC, has announced two recent promo- 
tions: 

Eugene T. Sheridan, formerly Tax 
Executive, has been named manager of 
the newly created budget départment, 
where he will be responsible for de- 
veloping the company’s budgetary pro- 
cedures, assisting heads of departments 
in the establishment and coordination 
of budget estimates, and administering 
the budget program. Mr. Sheridan has 
been with Royal since 1920. 

Howard F, Sweeney, formerly Assis- 
tant Tax Executive, has advanced to 
the position of Tax Manager. He joined 
Royal in 1931 as a bookkeeper and was 
transferred to the tax department in 
1936. He became Assistant Tax Execu- 
tive in 1951. 


..-if only 
for THEIR sakes 


...learn how to protect 
yourself from death from 
cancer. They need you! 


And for your sake and 
theirs you must keep on re- 
membering that the best 
cancer “insurance” is: 


FIRST...to make a habit of 
periodic health check-ups no 
matter how well you may 
feel, always including a 
thorough examination of 
the skin, mouth, lungs and 
rectum and ( for women) the 
breasts and generative tract. 


SECOND...to learn the seven 
danger signals that may 
mean cancer, and go straight 
to the doctor at the first sign 
of any one of them—(1) Any 
sore that does not heal 
(2) A lump or thickening, 
in the breast or elsewhere 
(3) Unusual bleeding or dis- 
charge (4) Any change ina 
wart or mole (5) Persistent 
indigestion or difficulty in 
swallowing (6) Persistent 
hoarseness or cough (7) 
Any change in normal bowel 
habits. 


For other life saving facts 
about cancer, phone the 
American Cancer Society 
office nearest you, or address 
your letter to “Cancer’—in 
care of your local Post Office. 


American 
Cancer 


Society 
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Utica Mutual— 
(From page 24) 


building; the tremendous amount of window space on all 
sides of the building gives an abundance of natural light, 
as well as offering employees pleasant views of the restful 
rural surroundings of the office. Color schemes have been 
chosen for lightness and cheerfulness. 

The results of such care and foresight in giving employ- 
ees both a pleasant and efficient place to work have already 
appeared. When the plans were first being drawn for the 
new building there was some fear that locating 600 em- 
ployees on one main operating floor might lead to noise and 
confusion. Actually, the office has proved even more efh- 
cient than was anticipated; work output has risen five per- 
cent in the new building without any expansion of staff. 
Moreover, company officers report a distinct improvement in 
the quality of people applying for jobs with the company 
since the new offices were opened. 

Designed by Childs and Smith, Chicago architects, the 
307-foot long, reinforced concrete building is faced with 
white, black-specked Texas brick. It occupies a 37-acre site, 
on which tennis courts, athletic fields, and other rereational 
facilities will eventually be constructed. Although actually 
2% stories high, the ground floor is hardly visible from the 
front of the building because of the slope of the land. 

Through the main doors, flanked on each side by three 
columns of Indiana limestone, is the vestibule and main 
lobby, which in turn leads to the first or operating floor of 
the building. Beneath this is the ground floor which houses 
the employee cafeteria, a private dining room, the employee 
lounge, recreation rooms, the medical department, the 


.- 


/ 


L JENS RISOM DESIGN, INC. * 49 Fost 5rd Street|* New York 22 ¢ Chicago * Houston * Atlonta 
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garage, and supply and maintenance facilities, 

It is the first floor (as distinguished from the ground 
floor) which is the operating heart of the building. Seventy- 
six thousand square feet in area, it is believed to be the 
largest single floor area devoted to insurance operations in 
the world. Every advantage has been taken of the single 
floor arrangement in planning and placement of company 
departments, with efficiency of operations as the major 
objective. Thus, the company Records Unit is centrally 
located on the main floor, for easy accessibility from all 
departments. Flanking the Records Unit are the two de 
partments which need its services most often-—U nderwriting 
and Claims. The rear of the main floor houses the Tabu 
lating and Statistical Departments, while other departments 
and the headquarters of affiliated companies are located in 
the right and left wings of the building. 

The main operating office has asphalt tile flooring, 
acoustical ceilings, and concealed lighting throughout its 
area. 

Executive offices and board room for the companies are 
found on the building's recessed second floor. This floor 
also houses the Advertising Department, the reference 
library and various conference rooms. 

A penthouse above the second floor contains water cool 
ing and air compressing equipment for the building's air 
conditioning system. 

The new building is very distinctly the brain child of 
company president Train, whose ideas it embodies. It was 
he who foresaw the advantages of locating all operating 
departments on a single floor, and the meticulous planning 
which make the office such a pleasant place to work reflect 
his thinking, too. The benefits to the company are shown 
in the increased output that has characterized the work of 


hotels 

hospitals 
executive offices 
stores 
universines 
banks 
showrooms 
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R. A. STEWART AND CO.,INC. 


80 Duane Street °“» New York 7, New York 


the staff since moving into the new quarters, and the more 
than satisfactory results in recruitment of new personnel. 


Among the Suppliers 


Office Equipment—The General Fireproofing Co. 


Office Furniture—The General Fireproofing Co.; W. H. Gunlocke 
Chair Co.; Heywood-Wakefield Co.; Shaw-Walker Co.; Wood Interiors 


of America. 


Office Supplies--Pfleeger Business Equipment Co.; Uuca Office Sup- 
ply Co. 


Typewriters and Office Machines—Thomas A. Edison Inc.; Friden 
Calculating Machine Co. Inc.; International Business Machines Corp.; 
Marchant Calculators, Inc.; Monroe Calculating Machine Co. Inc.; 


Remington Rand Inc.; Underwood Corp. 


Celanese— 
(From page 22) 


advantage is taken of the building’s handsome natural 
setting: one wall of the cafeteria is glass so workers can 
enjoy the view of the countryside during their lunch period, 
A smaller staff dining room serves executives and guests. 

Like so many oi we new suburban offices, Celanese relies 
on escalators in addition to elevators to handle interfloor 
trafic within the building. Flexibility of layout is provided 
by the extensive use of movable steel partitions within the 
offices, and the excellence of the lighting and air condition- 
ing arrangements which make it possible to locate large 
general office space in the interior of the building without 
any sacrifice of comfort or efficiency, and devote perimetal 
space to private offices. 


Among the Suppliers 
Offiwe Equpment—All-Stecl Equipment Inc.; Le Febure Corp.; Vir- 
ginia Metal Co. 


Office Furniture—A\l\ Steel Equipment Inc.; Art Metal Construction 
Co. 


Office Supplies——Ace Fastener Corp.; Addressograph-Multgraph 
Corp.; Bostitch; Columbia Ribbon & Carbon Mfg. Co. Inc.; Ditto, 
Inc.; W. C. Hamilton & Sons; Monadnock Paper Mills; Moore Business 
Forms, Inc.; Nekoosa-Edwards Paper Co.; Old Town Corp.; Standard 


Register Co.; Underwood Corp. 


Typewriters and Office Machines—Addressograph-Multigraph Corp., 
Burroughs Corp.; Ralph C. Coxhead Corp.; Thomas A. Edison Inc.; 
Evans Specialty Co. Inc.; Dictaphone Corp.; Diebold, Inc.; Felt & 
Tarrant Mfg. Co.; Frnden Calculating Machine Co. Inc.; Gray Audo- 
graph Co.; The Haloid Co.; International Business Machines Corp.; 
Marchant Calculators, Inc.; Monroe Calculating Machine Co., Inc.; Old 
Town Corp.; Olivetti Corp, of America; Ozalid, Div. General Aniline 
& Film Corp.; Pitney-Bowes, Inc.; Remington Rand Inc.; Royal Type 
writer Co.; The Todd Co.; Inc.; Trussell Mfg. Co. Inc.; Underwood 
Corp.; Vernon, Inc.; Victor Adding Machine Co. 


. 
Columbian Carbon— 

(From page 20) 
as the walls or in a neutral shade, they have been empha 
sized by covering them with leather. The result: a draw 
back becomes a striking addition. 

The generous space allotments at Columbian are by no 
means all a matter of appearance, although the use of glass, 
the sparing use of doors, and the reliance on three-quarter 
walls adds to the impression of roominess. Actually, 
Columbian’s 185 workers have 65,000 feet of space in their 
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new offices—fifty per cent more than they had in the 
former headquarters. This unusually generous allotment 
has been planned to permit future expansion of personnel if 


it should prove necessary, and the offices have been planned | 


to allow for specific expansion of individual departments, 
since company officers feel they can predict with reasonable 
certainty which departments will be the first to require 
additional personnel in an overall expansion. 

This meticulous planning is characteristic of the Colum- 
bian Carbon offices which have demonstrated so brilliantly 
that a small office designed with imagination and intelli 
gence can boast all the advantages in rented metropolitan 
space that can be offered by giant concerns occupying their 
own building. 


Among the Suppliers 


Office Equpment—Cordley & Hayes; Remington Rand Inc. 

Office Furnishings—Gotham Mfg. Co.; Magee Carpet Co.; Schu- 
macher. 

Office Furniture—Desks, Inc.; Domore Chair Co. Inc.; Shaw- 
Walker Co. 

Office Supplies—Adams Leather. 

Structural—Armstrong Cork Co. 

Typewriter and Office Machines—International Business Machines 
Corp. 


Thomas and Betts— 
(From page 28) 


felt its officials and its supervisors should be accessible to 
the employees. Thomas & Betts is not an organization in 
which the top men hide away from their subordinates be- 


hind secretaries and closed doors. It follows that the “open | 


door” attitude which Mr. Tetaz described should be ex 
pressed in physical terms in the design of the offices. Quite 


literally, there is hardly a door anywhere that can be closed. | 


To candor and consideration must be added another cor 
porate characteristic—common sense, a quality which re 
veals itself in the company’s pursuit of efficiency. Company 
officials, in fact, would no doubt contend that the first two 
arise from the third. 

In the first place, the creation of the new offices was done 
with remarkable economy. Originally, the various office 
functions were spread out in different locations. Mail, for 
example, came into a third floor office for distribution, im 
posing a problem of physical separation in the routing of 
mail. But instead of erecting a new building, Thomas & 
Betts realized that a new factory structure being built could 
absorb the manufacturing and packaging activities that 
originally occupied the site of the present offices; this allowed 
consolidation of all office functions in one convenient loca 
tion, already in existence and at minimum expense. 

A remarkable fact is that the tabulating machine installa 
tion is out in the open, in spite of arguments that its noise 
would be unpleasant to other workers. The noise problem 
was solved by adding acoustic baffles to the luminous ceil 
ings and by providing a little more space between desks in 
the machine area. Noise breaks up in the baffles and dis 
sipates in the open areas, Although the equipment is not 
partitioned off, the noise level is comfortably low. 

Efficiency, of course, requires more than the ability to 
count dollars. Work must also be planned so it can move 
easily from one department to another. The company made 
careful studies of its own work flow and coordinating its 


November, 1954 OFFICE MANAGEMENT 


SMOOTH-SLIDING Bassick 
rubber-cushion glides can’t 
harm the finest floor. Broad, 
flat base of highly polished 
steel glides smoothly over 
any surface. Live-rubber 
cushion absorbs jars and 
shocks. 

Make sure every heavy C6-90-%," 
table, chair and sofa in your office wears a set of these 
famous glides. Nail drives easily into wooden legs; special 
adapters fit glide to metal tubing legs. 


“‘Diamond-Arrow” Casters 


Chairs, portable tables and stands 
roll at a touch when fixed up 
with easy-swivelling “Diamond- 
Arrow” casters. Double row of 
ball bearings. 


Heavy furniture rests in peace on 
these heavy-duty Bassick Nomar 


cups and shoes. Square rubber 
shoes or round and square com- 
position cups. 


Do yourself a favor by handling Bassick, world’s 
largest line of floor protection devices. Your cus- 
tomers will like the way they hush office noise, 
make furniture moving easy. THE BASSICK 
COMPANY, Bridgeport 2, Conn. In Canada: 
Belleville, Ont. 


Fd Bassick 


75 YEARS OF CASTER LEADERSHIP 


MAKING MORE KINDS OF CASTERS MAKING CASTERS DO MORE 
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GO PLACES with Weldon Robes Enanann 


Pyramid of The Sun, 
Teotihuacan. 

(Photo Courtesy Mexi- 
can Government Tour- 
ist Bureau) 


With Mexican color and grandeur there’s 
also tradition—and this includes 
erasing! 


Mexicans and people the world over, 
who insist upon cleanest, fastest 
erasing, create the universal demand 
for Weldon Roberts Erasers 

which Correct Mistakes In Any 
Language. These finest, most 
uniform erasers are made in 
STYLES, SIZES and TEXTURES 
for all your erasing requirements. 
Ask your dealer. 


JET ERASER 


Convenient, cylindrical stick eraser 
in attractive transparent plastic holder. 
Tip unscrews so eraser stick can be 
moved outward. Red rubber for pen- 
cil erasing, gray rubber for ink. Pocket 
clip style for general use. Brush 
whisk style for typists. Refills. Tops 
for typing, accounting, drafting, pro- 
fessional and student use. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


enenannanoreccmacmnece amaenee 
a3 Se we o spette pment = Pao peeraa. 


ae ; 3 7 ’ c 
Waldon Robeils || 
Correct Mistakes in Any Language } 
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efforts in consultation with its architect, Gordon Powers 
of the New York firm, Powers and Kessler, planned the lay- 
out accordingly. Mr. Tetaz, who gave much of his personal 
time and interest to the planning, expressed the conviction 
that the new layout has been more than successful. 

Another important factor is the built-in flexibility of the 
design. The offices were planned to accommodate a per- 
sonnel expansion of from 30 to 35 per cent. After the offices 
were finished, two junior executives were added unexpect- 
edly to the staff, yet new offices were found for them with- 
out inconvenience. 

The visitor receives a very definite impression that the 
Thomas & Betts corporate personality is one characterized by 
kindness, frankness, and common sense. These assets are 
evident not only from the attitude of company officials 
toward their jobs and their fellow workers, but from the 
offices they have built. That this approach has been mar- 
vellously successful is clear from the vastly increased effi- 
ciency of operations since the rebuilding was completed and 
from the obvious contentment and good will with which 
the office workers go about their duties. 


Among the Suppliers 


Office Equpment—Meilink Steel Safe Co.; The Mosler Safe Co., 
Security Steel Equipment Corp.; Victor Safe & Equipment Co., Inc. 


Office Furnishings—David Kramer, Inc. 


Office Furniture—W. WH. Gunlocke Chair Co.; Jens-Rison Design, 
Inc.; Knoll Associates Inc.; David Kramer, Inc.; Shelbyville Desk Co. 


Office Supplies — Addressograph-Multigraph Corp.; Markwell Mfg. 
Co., Inc.; $. Ortner Co.; Ozalid, Div. General Aniline & Film Corp.; 


Rex Carbon & Ribbon Co.; The Standard Register Co. 


Typewriters and Office Machines—Addressograph-Multigraph Corp.; 
American Photocopy Equipment Co.; Burroughs Corp.; Diebold, Inc.; 
| Friden Calculating Machine Co., Inc.; International Business Machines 


Film Corp.; Pitney-Bowes, Inc.; Royal Typewriter Co., Inc.; Sound- 
Scriber Corp.; The Todd Co., Inc.; Underwood Corp. 


| 


Standard Federal— 


| 


(From page 20) 


which it overcomes the restrictions of a limited site. The 
structure is only 39 feet, 10 inches wide, and 163 feet long. 
From the standpoint of using interior space efficiently, this 
narrowness was a problem, Welton Becket, the architect, 
suggested the use of clear-span construction, which made it 
possible to avoid the placing of a center row of columns. 

Aside from making efficient use of its site, the new build- 
ing is designed to meet the conditions imposed by its sur- 
roundings. Externally it appears to be a nine-story block 
of glass and porcelain with aluminum trim. The rows of 
sealed windows are separated by spandrels of blue-grey por- 
celain. These materials are easy to keep clean and in good 
repair, and the glass and porcelain are designed to reflect 
external heat as an aid to maintaining comfortable tempera- 
tures inside without excessive use of the air conditioning 
equipment. 

In recognition of the principle that all things change, this 
building was designed to be adjustable. The seven upper 
stories, which are leased to tenants, are designed around 


(To page 81) 
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Corp.; Marchant Calculators, Inc.; Ozalid, Div. General Aniline & 
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National manufacturer of office supplies offers 
$5,000 cash for the best original idea to improve 
manufacturing processes, packaging or merchan- 
dising of carbon papers and inked ribbons. 


You needn't be an expert. Everybody is eligible. 
The simplest idea can win! Your idea can be a 
practical improvement or a completely new product! 


Enter now! All entries held in strictest confidence. 
Winning idea fully protected . . . all others returned 
at once. ENTRIES MUST BE POSTMARKED NO LATER 
THAN MIDNIGHT JANUARY 15, 1955. The decision 
of the judges is final. 
Send full particulars, including sketches if 
necessary, to 


’ 


OFFICE MANAGEMENT 
212 Fifth Ave. 


JUTSTRETCH ... OUTLAST... 


@ Bands for Every Purpose 


@ We'll Make Them for 
Your Special Needs 


AVAULABLE AT TOUR REGULAR 
Bands Made to Federal Specifications 


snl beaten COMPANY, Inc., Canton, Mass | 


OFFICE MANAGEMENT 


Box OM-170 ca 


New York 10, N. Y. 


_OUTSELL... ALL OTHERS 


CUTTER HEAD ASSEMBLY. 


Now, in one convenient, clean operation, office 
personnel can remove the worn, dull cutter head 
and replace with the new. Ask your stationer for a 
demonstration, then order and stock an adequate 


supply for quick, easy replacement. 


Specify, too, Apsco Pencil 
Sharpeners, Staplers, and 
Punches. It costs less to buy 


the best. 


Is all it takes to com- 
, pletely revitalize your 
Apsco Pencil Sharp- 
eners with Apsco’s 
revolutionary new 
development, 
“COMPLETE” 


the 


Apsco products inc. 


P.O. Box 840 Beverly Hills, Calif. 
Factories: Rockford, Ill. * Toronto, Canada 


AT 
LOWER 
PRICES 


Enilies and Paper Corporation 


121 VARICK STREET » NEW YORK 13, MY 


FREE 


Send attached coupon 
for handy illustrated 
folder describing all 


ENVELOPE AND PAPER CORPORATION 
121 Varick St., New York 13, N.Y. 
Attn: Dept. O11 


[) Send me illustrated envelope folder. 


Name 


Date 


@ CHelsea 2. 6432 


types of lopes. 
GET OUR PRICES 
AND COMPARE 


c y 


Pp 


Address__ 


aneananand 
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NO USE 
LOOKING 
OSCAR ....You 
CAN'T SEE my 
PAYCHECK 
ROUGH THIS 


PAYCHECK "OUTLOOK" ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


f H EN—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


She an wun 


TM. REG. 


Come by the foot 
Fit in anywhere 


These modern steel wardrobe racks keep 
wraps aired, dry and “in press”. End crowd- 
ing of coats and hats in damp lockers or 
cabinets. Save floor space too—provide vent- 
ilated hat space, coat hanger (spaced apart 
from all others), built-in umbrella stand 


No. 8-6 and overshoe shelf for 3 persons per sq. ft. 

for 4 ft. No. 3-U rack (above( accommodates 12; 

Private No. 8-6 costumer (left) accommodates 6. 

or Small Single or double (back-to-back) units in 

Office lengths to fit any available space. Strongly 

- welded, heavy gauge furniture steel; baked 

enamel finish—modern office colors. End 

locker room evils—answers wraps problem 

in offices, factories and company cafeterias. 

Write for WOGEL-PETERSON CO. 
Balletin OV-4 “The Coat Room People” 


1121 WEST 37TH ST. @ CHICAGO 9, ILLINOIS 


CLASSIFIED ADVERTISING 


Rates ere 15¢ @ word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To o Buy l Used Equipment 


FOR SALE Floor multiplex displap fixture with leaves, size 24” x 36”, 

used only twice. Like new. I.B.M. electric time clock, excellent conditien, 
direct current, could be converted. Call or write Anderson & Cairns Inc., 

488 Madison Ave., New York 22, N. Y. 

FOR SALE following Remington Rand items: 3 Tub Files; 7 ‘Filing 
Cabinet 22 Drawers; 1 Rotary Index Complete with Guide Cards and Tabs; 
1 Uarco Tabuliner for Tabulator. Almost new. Hartford Textiles, 444 
4th Ave., New York, N. Y. 


VISIBLE FILING EQUIPMENT,  Kardex, Acme, Postindex, etc. All 
equipment thoroughly rebuilt and guaranteed, Commercial Card System 

Co., 135 Grand St., New York 13, N. Y. 

FOR SALE ADDRESSOG RAPH Model 2000 with feed expirator and 

lister. Equipment two years old, reasonably priced. Contact Box 6, 4 
Wall Street Station, New York 5, New York. Attention Purchasing 


Department. 


DITTO GELATIN PROCESS §-20 Electric 1491. Priced to ) sell. 1951 
model—excellent condition. 2 Metal gelatin roll conditioning cabinets 
on casters. Operator’s chair; other accessories. Bargain, Write U. O. 
Colson Company, Paris, Illinois. 


all makes. 
y International 


CALCULATORS AND ADDING MACHINES Wanted, ; 
State make, model, serial number and adding capacity. 
Office Appliances Inc., 326 Broadway, New York 7, N 


ADDRESSOGRAPHS, MULTILITHS, VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc. 
Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 Ist Ave., Seattle, Wash. 


Positions Wanted 


EDITORIAL-PROMOTION MAN AVAILABLE 


skilled in all forms 


of publication production; editing and preparation of reports, brochures, 
statements; house organ editing and production. Would relocate. 
O.M. 166 

SYSTEMS ANALYST 20 YEARS successful Cost Reduction in Sye 
tems, Procedures, Work Simplification and Wage Incentives. Average 
earnings $8,000. B.A. and M.A. degrees. Oo. M. 167 

M ALE SECRET ARY—T -Typist, single, young, experienced, “unafraid of 


Available in October 


productivity and details, seeks position in Chicago. 
or November. O.M. 168 


Business Opportunities 


PROFITABLE FRANCHISES AVAIL ABL E- Own your own business. 


Operate a temporary help service with our help. We operate coast to 


coast—29 offices. Modest funds required for operating capital. Franchises 
available in cities under 300,000 population. Be a part of nation’s 
largest temporary help service. Step into profitable business of om 


own by writing Miss Lewis at 330 W. Kilbourn Ave., Milwaukee a 


FOR “SALE ‘Excellent for professional, medical or insurance company. 
Modern one-story, ten room office building, 170 foot frontage on Colorado 
Boulevard, fifteen minutes from downtown Los Angeles. Architecturally 


designed, excellent mahogany woodwork and built-ins. Inter-office com- 
munication and music system, forced air heating, insulated. Kitchen, 
lounge, rest rooms, shower, paved parking lot. Brokers invited. O.M. 164 4 


ONE DOZEN STAMPS—$1.98 


Imagine a_ single rubber 
stamp machine that does the 
work of 12. The new ‘Daily 
Dozen" multiple stamp con- 
tains all the proper imprints 
for mailing, banking and 
nis PARCE. POST billing . . . simply turn the 

1A HANDLING dial to select the imprint you 
spec PLEASE pe, need. There are twelve rub- 
. PRINTED Marten ber stamps built into this 


speciat DEL'VERT one efficient machine — 
each stamp is over one an 
ur STAMP OnLy] ‘OF POST omy 
PECIAL HANDLING 
O00 NOT BEND 


a half inches long. If pur- 
(PLEASE REMIT. 


WAND STAMP omit 
FIRST CLASS man 


chased individually, 12 
stamps would cost about 
$10.00, but this convenient, 
space-saving machine costs 
only $1.98 complete! 


Order NOW from 


COSSMAN STAMP CO. 


6612 Sunset Bivd. Hollywood 28, California 


me 
| gq wor wen SisteRey 


Money back Guarantee. 


OFFICE MANAGEMENT November, 1954 
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Standard Federal— 
(From page 78) 

alternate cight- and three-foot modules oi space. Offices 

can thus be expanded, contracted, or rearranged as required. 

Conditioned air is supplied by means of a double-duct sys 

tem which allows the occupants of individual rooms to 

control their own heating and cooling., : 


The Standard Federal Savings & Loan Association's quar 
ters occupy the lower two floors. Wood, terrazzo, and 
acoustical materials are used extensively in the interiors. 
Lighting is furnished by a balance of incandescent and 
fluorescent fixtures. For the convenience of employees, a 
kitchen and dining room have been provided in the base- 
ment, and company personnel also have the use of the roof 


é garden terrace, Originally it was planned to locate a park 
,) ing area in the basement, but a study of costs showed that 
, this plan was not feasible. Instead, parking facilities have 
: been made available to employees at a nearby leased lot. 


The new building, which has been described as Los An- 
geles’ first glass skyscraper, stands on the corner of Grand 
Avenue and Wilshire Boulevard. Welton Becket, FAIA, 
and Associates, the architects, also designed interior fix 
tures and furnishings. In the clean exterior lines and in the 
attractive, functional interiors of this building, the designers 
have created a structure which is a symbol of the modern 
American businessman’s concern for things efficient, hand- 
some, and comfortable. 


Among the Suppliers 


Office Equipment—Muzak Corp. 


Office Furnishings—Dicbold Inc.; Mosler Safe Co.; Remington Rand 


Inc. 


Office Furniture—Domore Chair Co.; Herman Miller Furniture Co 


M. Singer & Sons. 
Office Supplies 


Business Systems, Inc.; Curtis-Young Corp.; Dillon 


Lithograph; Federal Envelope; C. R. Gibson & Co.; Kee Lox Mfg. 


Co.; Moore Business Forms Inc.; Frederick Post Co 


; Remington Rand 
Inc.; Royal Typewriter Co. Inc.; Westcoast Stationery; Wilson-Jones Co 


I 


Partitions 


Hauserman Co. 


Typewriters and Office Machines 
Co.; Autotypist 


American Photocopy Equipment 


ell & Howell; Burroughs Corp.; Cummins-Chicago 


Corp.; Dictaphone Corp.; 
tional Cash Register Co.: 
Inc.; Remington Rand Ine 


Inc. 


Monroe Calculating Machine Co., Inc.; Na 
Pacific Telephone & Telegraph: Pitney-Bowes 


: Royal Typewriter Co. Inc.; The Todd Co 


opply between 
fingers and 


No more clumsy 
rubber fingers or messy sponges 


Easy to apply, SonTKWIK creates a greaseless, stainless, 
tacky film permitting handling more papers much faster. 
rub into create (7, Now widely used in a variety of businesses throughout 
tacky film... -“ the country, SORTKWIK is setting a 
new standard for efhcient and speedy ; 
paper handlin 
Order a supply from your stationer 
Topay! Or send One Dottar ($1.00) 
for two regular size containers to 
try out. Average 4 months supply $0c. 


November, 1954 


OFFICE MANAGEMENT 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 
Fred Baumgarten 


675 Cooledge Ave. 
Atlanta 6, Georgia 


TOP MANAGEMENT SEMINARS 
Limited attendance Unlimited Subject-Coverage 
9 A. M. to 5 P.M. Five-day Sessions 


Electronic Computers—Applications and Limitations 
@ Office Mechanization Standards 

@ Job Evaluation and Performance Rating 

@ Supervision and the Supervisor 

@ Operations Research—Tools, Techniques 

@ Other Subjects 


Seminars held every month except December and January. 


Write: Hugh A. Warner 
Formerly technical director, 
National Office Management Association 
Box 19, Route 4, Elkridge 27, Md. 
Phone: Elkridge Maryland 715J 


EBERHARD FABER 


e 
ONLY “olerbrite COLORED PENCILS 


GIVE YOU INTENSE COLOR A 
AT FEATHER TOUCH! 


.-» DON’T SETTLE FOR LESS! 


NEWYORK © TORONTO 
TRADEMARES REG US. PAT OFM, 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


ore best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 
7338 Woodward Ave., Detroit 2, Mich. 
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SERIES 471 


SERIES 222 


SERIES 71 


Samson conference tables 

are designed for practical 

use, and are built to last. The 

ageless beauty of their Amer- 

ican Walnut and White Oak 

hardwoods also bespeak endur- 

ing quality. Styles range from early 

Jacobean to Contemporary, and are available up to 16 

feet in length. Special sizes, heights and styles may be 
ordered for custom installations. 

A series of smaller Samson tables for the office and 
reception room also are available. 

All Samson tables are made by Mutschler Brothers 
Company of Nappanee, Indiana, who has been building 
the Samson line for nearly forty years, and whose wood- 
working experience goes back to 1893. 


SEND FOR CATALOG 


Dealers are invited to send for their copy 
of the beautiful new Samson catalog which 
shows the complete line, some models 

in full color. Write to — 


MUTSCHLER BROTHERS COMPANY 
Dept. 115, Nappanee, Indiana 
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FUAnne OYYPECES say suinesnen sree 


how much time and money out-grown or out-dated office arrangements 
have cost them — until they “start new” in space planned with 
the aid of Art Metal Office Planning Service! 


This service is available to you without cost. Its effectiveness is based 
on the widest experience in working with businesses ranging from 
the largest down to the one-man office. It is all-inclusive — 
covers revision of present layouts or organization of new ones; 
efficient use of working time and working space; 
desks, chairs, files and modular work stations. 


Why not take advantage of this experience from the very start 
when you plan to expand, move, or re-arrange your offices? 


As a start, you can save many hours of planning time with 
the famous Art Metal office planning aids listed below. 
Call your local Art Metal representative or write 
Art Metal Construction Co., Jamestown 10, N. Y. 


as SEND FOR these publications — ; 
[eras offered to you exclusively by Art Metal rif 


anananeaee tm se = and nationally recognized for their practical 
he = value in efficient ofhce planning. 
' 
anne ~ - 


iii eam - = © Floor Plan Layout Sheets and Cut-Out Plotting Templates 


a 
Conttea® 


OFFICE STANDARDS 


- a — 

©) “ Things to be Done pee PLANNING BOOK 
When You Move or Re- 
arrange Your Office” 


© Office Planning Kit — including 


0 “ Office Planning and Layout "’—a basic “‘how-to"’ manual 


0 “Office Standards and 
Planning Book’"’ 


© “Manual of Desk Drawer 
yout” 


For 66 years the 
halimark of the 
finest in office 
equipment and 
systems 
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> Great 
NEW ways 


to improve your 
office operations 


Use the NEW Underwood Sundstrand Payroll Machine 


that produces the most complete yet smallest Pay Statement ever... 
only 3:4” wide...it eliminates the s-p-r-e-a-d type statement form. 

It simultaneously and automatically selects earnings and deductions 
registers while listing amounts vertically on‘the Pay Statement and 
horizontally on the Employee’s Earnings Record and Journal (columnar 
form). 

The automatic controls of this ingenious machine print everything 
automatically .. . Date—Check No.—Gross Pay—Net Pay—Taxable 
Earnings—Quarterly Totals— Yearly Totals, etc., without any attention 
from the operator. 

It provides the most complete records beyond that of any present 
standard—The New Underwood Sundstrand brings remarkably new 
advantages to payroll accounting—no other machine like it. 


Underwood Corporation 


Use the NEW Underwood 
"150" Standard Typewriter 


The Underwood “150” is completely new from every 
angle... with everything your operators have ever 
looked for in typing ease and efficiency. 

There’s new Triple Touch Tuning... new Diamond 
Set Margins ...a new Color Control Keyboard ...a 
wide choice of type styles...and many other new 
features. 

You'll get better letters every time...clear, clean, 
uniform impressions. 

We'll gladly arrange, without obligation, to let your 
secretary try a new Underwood “150” on her own work. 


Use the NEW Underwood 
Sundstrand Adding Machine 


Make figure-facts roll with new Multi-Flex Control 
... available to you only in the new Quiet Underwood 
Sundstrand Adding Machine. 

No matter what kind of figures you want, you'll 
get them faster...with less effort...by using this 
superbly quiet machine. 

New, advanced design, plus the famous Under- 
wood Sundstrand 10-key Touch Method Keyboard, 
brings you these important advantages: 

...greater cycle speed...new Multi-Flex Bar for 
all calculations... multiplication made easier and 
faster...easier correction of errors with new elec- 
tric correction key. 


We are pleased to report that Underwood 
products, as shown above, are in use in 
one or more of the 1954 “OFFICE OF 
THE YEAR” Award winning offices 


Typewriters . . . Adding Machines 
Accounting Machines . . . Carbon Paper 
Ribbons... Punched Card Equipment 
Electric Computers 

Underwood Limited 
Toronto 1, Canada 


One Park Avenue 
New York 16, N. Y. 


Sales and Service Everywhere 
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